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9 YOU want to apply for a job! BEFORE you 
apply, you will need ^ Social Security number. 
You will need to know how to fill out a Federal Withholdir)g 
Form (W'4) and a job application form. You may also need to 
know how to take an employment test, answer a newspaper ad- 
vertisement, and write a follow-up letter. Probably the most 
important step in the whole process is the personal job interview. The right job is important! You 
will be identified by your job; it will affect your life style, and your future. 
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The steps you take when applying for a yob depend largely on the type of job you want. You 
would apply for a job at the local variety store in a different way than you would an office job or 
for a job as a dental assistant. Therefore, this booklet is ' '"^ two sections. PART A will show 

you how to apply for a job informally (a fast-food ' riety store, sales clerk, janitor or 

thousands of other entry-level jobs). PART B will she to formally apply for a job which 

requires skills. (An office or professional type job). 




STEPS TO 




A THANK V06« 
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AN INTE^VitW 




A LETTW O-F APPLiaATlON 



the job 
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rWB JOB APPUl CATION 
YOrtR SOClAt SECUKiT>( NUMBER 
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pActivity 1 

Turn to Page 1 of your Working Papers. Complete the Word Search Puzzle using common 
terms when applying for a job. When you are finished, check your answers with the 
Answer Key. 
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Q V C K 
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See how many of the following words you can find in the puzzle above: 



Advertisement 

Agency 

Applicant 

Application Form 

Apply 

Data Sheet 

Deductions 

Dependent 

Enclose 

Employee 



Employer 

Employment Agency 

Exemption 

Experience 

Federal Withholding Tax 

Fringe Benefits 

Full-time 

Gross Pay 

Hobbies 

Interview 



Legible 

Manager 

Misdemeanor 

Net Pay 

Overtime 

Part-time 

Permanent 

Personnel Manager 

Position 

Reference 



Reply 

Resume 

Salary 

Social Security 

Spouse 

SDI 

State Withholding Tax 
Temporary 
Trainee 
W-4 Form 
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r- Activity 2 



Turn to Page 2 of your Working Papers. Complete the Crossword Puzzle using common 
terms when applying for a job. If you need help with the definitions, turn to the back of 
this book. The words and their meanings are listed on pages 35, 36, and 37. 



I 
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YOUR SOCIAL SECURITY NUMBER 



NOW m 

ARE READY 
TO BE&I 




An employer will not pay anyone who does not have a Social Security Card with a Social 
Security number. No one else will have your number. You will keep it for your entire life. Each 
time you receive a check, whether it is weekly or monthly, your employer will take a few cents out 
of every dollar you earn and send it into a special government fund for you to draw upon when you 
retire or to take care of your family in case of your death or disability. Your employer will also 
send in a few cents of his profit to apply to your account. 

It is a good idea to appSv^v^^"' VO"*' security number as soon as possible, as it takes a few 
weeks to obtain it. 
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*0 CN DO 

APPLICATION FOR A SOCIAL SECURITY NUMBER ^ 

fflM in Bl«ck «r Qmtk BIw Ink ar U»« Trp««rit«r. 



S<« UttTMctt<Mi» QM B«ck. 



- OO NOT WfllTC IN THC ABOVe $PAC 



..J 



^rint FU/tt NAME 
YOUWitt USE IN «0«K 
OR BUSINESS 



FULL 
NAME GIVEN 
YOU AT BIHTM 

PLACE 
OF 

•IRTH 



aren 



(m,Mt» Nam* •* tn> 



. Li 



ace. 



Lqs fty>ae.lg a. Los A ^^^g Us ^ Ca b* f o r w \ 

irULL NAME AtT^FI aiRTH fWir ^ * ^ V\ L ■ Tii.rJQ L 



FATMCi'S Full name r««««^«ts .r 4^«WJ 

I — Jo hn "T^alftK \i)Q\iQg<», 

i M.^'d^LV' R*'LROAO. OR TAX ACCOUN T ^ fT ^ 




YOUR fMo#ti^^ 






OATC OF 






BIRTH ^ 





YOUR PRESENT ACE 



YOUR SEX 




MALE 


FCMALC 


n 


63 



YOUR COLOR.OR RACE 

WHITE mCCRO OTHCR 



iHum^t St ft. A#r P O 8e«. ffwf*/ Rrnvfrni" 



• McA W*^ -"rf PATg ip»lr»< — ^ SOCIAL SKCUWTV WWUgR r/ k 

...i 



tCff) 



1 



TELEPHONE NUmICI 



IHH Missiot^ Street. Son^iCQo ■ 

*|»0«v»', wilti int«nt to foUify hit or fOm«on« .U.'f tru« identity. w.llKilly furni»h«« or couMs U> b« 
fufnithod iQlt. mfocmotien in applying for o tociol i.curity n«n,b.r, .« «ub|«cl to a fin. of not moro than $1 000 
or tipr t >oniiifit for up Id 1 yor, or both* 



TREASURY OEPARTMEnT U»«r.*«l R •««««*• S«r«ic« 

roM S&.!l^ 



Sifft YOUR NAME HERE (D* H»LP*,mt) 



□■ISCi 



ittQ Qassiom 



□OUP ItSUlO 



SOCIAL SECURITY AOMINISTRATION OFFICI 



[ 



Activity 3^ 



APPLYING FOR A SOCIAL SECURITY NUMBER 



DO YOU ALREADY HAVE A SOCIAL SECURITY CARD AND NUMBER? 

YES Q Turn to your answer packet and write your number on the sample card 
in your packet. 

NO □ Ask your teacher for a Social Security application form. As you fill it 
out, refer to the illustration which follows: 

FILL IN ALL BLANKS! 

NOTICE ... the numbers from 1 to 14. So you will not miss something important, follow 
these numbers in order when filling out the form. 



READ. , AS YOU FILL OUT YOUR OWN CARDIII 

O 

ERIC 
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ID CN DO 

APPLICATION FOR A SOCIAL SECURITY NUMBER 

— ^S»» lwt»>v<ti»»n »w Both, f rml \m BlttV, 9t 0»«k Bty» Ink wt U»« Trp«wril«r 



B60 



NOT WHITE IN TMt AaOVe S^ACt 



?"e.» 'ULL NAMt 
YOU VIIL use IN «0« 
0* BUSINESS 



BEFORE YOU BEGIN . . . 

~ ^ DO NOT WRITE ANYTHING ABOVE THE NUMBER 1 SQUARE!!!! 



RIGHT UNDER THE WORDS Application for a Social Security Number, in 
small letters, it says "See Instructions on Back and PRINT 



IN BLACK or DARK BLUE 



ink or use TYPEWRITER. 



FOLLOW EACH STEP BELOW AS YOU FILL OUT YOUR SOCIAL SECURITY CARD 
a\PPLICATION. 

PRINT FULL name you will use in work or business. If you do not have a middle 
name, draw a line through the space at that point. Your Social Security card will 
be typed with the name you show in item 1. However, if you want to use the name 
shown in item 2, attached a signed request to this form. 




2. 
3. 
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PRINT FULL name given to you at birth. The one on your birth certificate. 



If not born in the USA, enter the name of the country in which you were born. 

' 10 
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4. 



taOTHCV'i rulL NAME A T H C » PIWTh fH*f nam*) 



FATHER'S ruLL NAMt r*«^M(U«« •» Y*****' ••<'••«" - 

John kqIdIi UQligce. 



Mother's FULL name AT HER BIRTH (her maiden name - name before she was 
married the first time. 



5 



Father's FULL NAME (regardless if he is living or dead). If a stepfather, adopting 
father, or foster father is shown, include the relationship after name; for example, 
John H. Jones, stepiother." 



YOUQ fMa^ifil tOmr) tYm**) 



...TH q l\ AO / 

- 0 

YOUR SCI > 
MAlf ^f«Alt 

__a__..a 

yOU» COLO* OR RACt 
f«J VMilf nccro OThCR 

_zi n □ / 
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6. 

7. 
8. 



THE month, day and <YEAR YOU WERE 
BORN, Use numbers such as 1-^1-60 for Jan- 
uary 11, 1960. 

The age you are today even if your birthday 
is tomorrow. 

Are you a boy (Male) or girl (Female). 



Your color or Race - 3 races Caucasion (White), Negro (Black), Other (Mexican/ 
American, Indian, Chinese, etc.) 



^■H HAvF votr r VCR nrroRr APPLtEO FOR don-t m**vcr'^r<«« 

rrTl OP MAP A UNIICD STATf S SOCIAL NO RN0» YI* ^ 

Sf • UR«»Y. RAILROAD, OR TAX ACCOUNT |— , rT 

MVtMBfR* [XI I i 11 
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TOUR 

MAILING 

AOORCSt 
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If you have ever before filled out an application like this for a Social Security, 
railroad, or tax number, check "yes" even if you never received your card. If you 
check "yes", give the name of the state and the approximate date on which you 
applied. Also, center your social security number if you did receive the card and re- 
member the number. You may find your number on an old tax return, payroll slip, 
or wage statement. 
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11. 



If you get your mail in the country, without a street address, show your R. D. 
Route, and Box number, if at the post office, show your P. 0. Box No.; if there is 
'no such way of showing your mailing address, show the town or post office name. 
If mail under your name is not normally received at the address which you show, 
use an "in care of" address. 



I TOOAV'l ITaTc ~*' NOTICE: WKo»««r, wilh int»nt 10 foltify hil Of tomron* vl.'.**! hu« id«nti?v. willKilly fu«nilh«l •* cou>«> to b« 

J _ I Cl — / Ap, fwnithvd (oU« infofmation in opplymg iot o tociol t«cufiry mtmh*t, it iubi«ct to o (in« of not m9*m thon S1«000 

' ' ' or imp»i>owm» m fof up *e 1 y»o», or both, 

Tf LCPHOHf HUMftCS ~ 



i 



12. 
13. 

14. 



Today's DATE. 



The telephone number where you live. 



SIGN your name as usually written. DO NOT PRINT unless this is your usual 
signature. 




GOOD! TAKE THE COMPLETED APPLICATION FORM TO YOUR INSTRUCTOR TO BE 
CHECKEDIII 




is 
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AFTER your instructor has checked your application form, mail it to the address given on the 
back side of the application! 




KEEP YOUR SOCIAL SECURITY CARD WITH YOUR NUMBER IN A SAFE PLACE. IT 
IS VALUABLE AND YOU DONT WANT TO LOSE IT! IF YOU DO, CONTACT THE NEAREST 
SOCIAL SECURITY OFFICE. YOU WILL FIND THE OFFICE LISTED IN THE TELEPHONE 
DIRECTORY UNDER UNITED STATES GOVERNMENT, HEALTH, EDUCATION, AND WEL- 
FARE, Social Security Office. 
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POCKET DATA SHEET 



YOU NEED SOME MORE 



mm 3 




WHEN you fill out a job application form, you will need some 
specific information. One way of being sure you will have all the necessary 
information is to fill out, and carry with you, a POCKET DATA SHEET. This 
is a small form with all the information you will need to fill out the job application form. It creates 
a good impression when you come to the personnel office well prepared. First impressions some- 
times determine whether you get the job or not. 



DON'T TRUST YOUR MEMORY! 
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POCKET DATA SHEET 



Km* what TJTu" 



■ J. J. . T™ . 1 1 II - ' * 



if 



ceri 



.l--V^.. T — ; -* ntr .-rri---n5~--- — T^^^^'T* 



'Alt^. '/nn, Setts, 4bP>nW>g<. iff Stt>^ »iii ^~Mo''^'i^* 



JOOLeADS W0»£CO'0 0rC0STiCTS 
ADOMCSS 0**1 AfrLiCS 



iff? £ iSTfrrC 



M VM • |».tt| ItAtl 0* CitLiie^* - l«n.OT«lNt OlvlLO^INt •irAafMlMt 



|k— what P«ct» H»»« 

iMMt. ^M««l IiiU«M«Hm 

«i4 •tktr fatn ntW vtiifo 



L DifMt >ip t »yt» CM<«CH. 



7. Itowif f '*t far 

» n li m . an^ kwiiMtt teaiiit. 

talww Pat**. 
V.UblaM. 

■l ti«4a AtMc(a«iaA«, 

1L CiWMwriy la*«)ca A«mc iat. 

12. VacaHaMal lMNKi«i«*t. 

131 PaUic LtbtafyAih LiWariaa lar 
ftWi tawraal*. McadaW 
wHi m .aa4alfca» (A Mfwaattaa. 



PLAN AHEAD • 
KaavVHERE Ta Ca 



WMi, Htm4 baJi. latuhi a' 
fm aanlaC*. an4 any taltaw ^ 
•ctiaa nacaiiary. 



Kaa* NOV 

T»Naa4la Jai lai«*^a»a 



Palala H i*«a«kaf . 

1. Draia aa«*lr an4 a^ftayt t aiily. 

2. PHI aw* ayfttca««aa aaatb aatf 
cwylaiaty. 

4. »a>t^la U aUaJ kalaia ilNlai 

5. Wka aKiy W (avilatlaN. Ow'f 



4. SMIL E. LOOK 4>t^*lf at *a pa^ 
MM la&k»| *a yaa. aM^ LISTEN. 



7. tfaa> ffWafly. Aii»»it %Mit(aai 



I LaMi ai mtA a* yaw mm abawi 
Aa |afc yaw'ra awly«*t 



f. t»i*f •«*. If patiiUa. tta« a»> 
pla in caa Waafii ^'tt««>fl f aa. 



10. Tltaak fm»t b«la*i«ai»a« far kU 
Haw m4 canlt^aliaii. 




ITOr 4ia |al4a lar 



LOOK -V. jf kavayawalaia^ 
LISTEN. Airf taLa Aa r.|ki 



L«i4la« a iak It M« pt*im UL> 
SMCcaiiM tak-Miiata plait 
•a«r«il. IN^iIm* yaw a»a mm mmm- 
playa^ applrtan*. a mtwtammi ta 
Aa k«»Uaii watU. ar a w«L*> 
laallMfl far a clM«t>. l>*4 
4li lai^a kalplML Twh itt.i 
hl^t (• T«a» fackai. Mtlai ar 
pmt» la waa ai altawrf y ra la n «<a. 

H yaw ^aalta MaUtaMa. aw* 
lMaf*la«ati >lll ka kappy ta 
allat ilwM kaip m p l awwog yaw* 
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TO COMPLETE YOUR POCKET DATASHEET, YOU WIULNE^? 



PERSONAL INFORMATION 

• Your Social Security Number ^fl^ ^19^ 

• Your home address (know how to spell it!)./ Jl'^T ^ 
0 Your telephone number ^W'" 

• Your ZIP CODE . _ > 



EDUCATION . ^ V ^ 

• The name and ADDRESS (include ZIP COC)^ of the high>phool you attended. 

• The name and ADDRESS of other schools you have attended! 

• The names and addresses of other people you ha^ worlied for. Include baby* 
sittingorother paid work, ~ * • , ^ 

• The names, addresses and telephone numbers of people who knfftw you and the 
kind of work you can do, who can recommend you suc\as teachers orjc^tese 
friends of the family. You will need 3 or 4 of thes^. DO NOT USE RELA- 
TIVES. , >■ ^' 

• Under the listing PLAN AHEAD, KNOW WHERE TO GO, make a list of classes 
or skills which would help you to get a job. ' 



|— Activity 4 ^"T" 

Turn to your Working Papers and fill out the Pocket Data Sheet. If you h^ve any prob* 
lems, see your teacher! Fill in all blanks! 



er|c ' le 



A. 
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IMfyAiililflllM 



ZIP 

A10/BS TVB MAfL O 



REMEMBER 




ddresses 



inc 



Z1PC0D£S? 
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SINCE YOU HAVE ALREADY COMPLETED YOUR POCKET 
DATA SHEET. THE JOB APPLICATION FORM SHOULD BE 
EASY! USE THE INFORMATION FROM YOUR POCKET 
DATA SHEET TO FILL OUT YOUR JOB APPLICATION 
BLANK. 




Employment AppBcation 



\0t% SacMI Skikii* No i 

itsm^^n . c. - « - ' ^i*.**iH!iS?^ 

Jlliil. U)a>i Street tuotMut CA 9^3o V dai^HMo 

. I * 9 *mO *»'<»««'«w»'««l.i«<..M*0l,-1.»»..h,n»t,«„at^ , Aft Jt 

Tw «l Wofk Otifid" ^ , jt - — - 



«i till *ut llM ippliulKin m v< 



Lin Gnd* 
•r 

School 



iff South Stmtr . 9aio '4 k 



C«li«ffn 



15* W'-i^^j*** Satftk Strict I jH^9o ■ 



hnioM EmployrMiiI 



Mo Vt Ha V> Wk 



74 T 



Br*Mj*. Tom Tkce. 
max Strtetr JlrutolM 



h rfvwtl «c l«n |a« firit 



Nam* t Addmi ol ImHotr 



vn To AciMN o> 
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WHEN YOU GO TO APPLY FOR A JOB. TAKE WITH YOU: 
5fC A BLACK OR BLUE PEN 
5|C A COMPLETED POCKET DATA SHEET 
^ A POCKET DICTIONARY 

DO NOT MISSPELL ANY WORDS ON YOUR APPLICATION FORM. ESPECIALLY THE NAME 
OF r/y5 705 YOU ARE APPLYING FOR. 

AFTER YOU LEAVE . . . 




THAT APPLICATION FORM . . . 
IS 

19 
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NEARLY ALL APPLICATION BLANKS SAY TO 

PRINT 

N ^ 

CLEARLY 

ABCDEFGHIJKL 
MNOPQRSTUV 
W X Y Z 



FILL IN ALL BLANKS EVEN IF IT IS WITH THE WORDS NONE, NA (not applicable) 
OR A SHOKT STRA\giUTL,H4 g 



If you were of military age during a war period 
and did not serve, give reason for not serving 

Number of Children NONg 

US Military Service ~ 



Read through the entire application form before you start to fill it out. This way you will know 
what information it asks for and not make mistakes like the one shown on the next page. Remem- 
ber, errors sometimes indicate a "careless" or "don't care" attitude. 
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OOP'S 



an ERRORiri 



APPLICATION FOR EMPLOYMENT 



Name = 



Address 



aTHCiT on nro 



Cl TV AND 9TATC 



Vm DO I DO NOU ?? 




EMPLOYMENT APPLICATION 



PRINT 
NAME 




Karen 

F 



Last 



irst 



Middle 



ADDRESS 



CITY 



DRAW ONE NEAT STRAIGHT LINE THROUGH THE ERROR AND PRINT THE COR- 
RECT INFORMATION ABOVE YOUR ERROR CLEARLY III (NEATLY) 



AVOID MAKING ERRORS!!! READ CAREFULLYKBUT . . . sometimes errors are made 
and a new form is not available. 



ERIC 
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O/ D DO [[ 0^!£lf 



r Activity 5 

Turn to your Working Papers and find the job application forms. Complete Form 1 using 
your own personal information. If you have trouble, look at the following illustrations. 
Use your pocket data sheet! 



5|C USE I N K - BLUE or BLACK, NO FELT PENS 

^ SPELL CORRECTLY! 

:|C CORRECT ERRORS NEATLY! 

5|C FILL IN ALL BLANKS 



READ 

INSTRUCTIONS 

CAREFULLY 





ERIC 
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THE 



|ST 



STEP: 



READ AS YOU FILL OUT YOUR APPLICATION!!! 



OMWon 



Employment Application 



PImm first rMd tht Applicant Statanwnt on tha rtvvria «da. Than fill out tha application in your own handwriting or printing. B« accurata and compiata. Infer* - 
matlon you give will not ba uaad for purpoaas prohibltad by law. 


Nam« (Pint) (Middi.) 


Date 


Social Security No. 


Address (Na/Straat) J (Citv) . 

M129aL Uoll street » Ucstrviont. 




(Zip) 


How long? 


Phone 


Birth Date Tha Aq* Discrimination In Empinymant Act of 1967 pro 
1 1 . Lf\ hiblti discrimination on the basis of age with respect to in- 
1 * 1 1 dividuali v«H>o are at l«att 40 but less than 65 years of age. 


If you are not a U.S. citizen, what type visa do you have? 

MlA 


Tvp.ofWorkD«ired C,^^^\cc Ati«n<iaTvt 









1. LOOK AT THE APPLICATION . . . DOES IT SAY PRINT OR WRITE IN YOUR OWN 
HANDWRITING? 

2. DO YOU PUT YOUR LAST NAME FIRST? OR DO YOU WRITE YOUR FIRST NAME 
FIRST? 

3. HOW LONG MEANS "How long have you lived at this address? 

4. BIRTH DATE MEANS THE YEAR YOU WERE BORN AS WELL AS THE MONTH AND 
DAY. 



5. 



BE SURE TO KNOW WHAT JOB YOU ARE APPLYING FOR AND HOW TO SPELL IT. 
Always list the name of a job. NEVER say anything. 
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THE 



2 



ND 

STEP: 



Education 

No. Graduated Oagraa 
Namt of School Location of School Yri. No Ya» Mo. Yr. Racaivtd Major Subiact 


Last Gradt 
or 

High School 






3 


✓ 
















Butlnen 
or 

Tradt Schools 






/ 












Retail 


3£SO?»-utk Street 




Collagtt 

or 

Umverstttes 




















A/one. 



























1. WRITE THE NAME OF THE HIGH SCHOOL YOU ARE NOW ATTENDING. 

2. LOCATION MEANS NUMBER, STREET, TOWN, STATE AND ZIP CODE. 

3. ABBREVIATIONS: No. Yrs. Number of years you attended 

Graduated No Yes Mo. Yr. Means if you have graduated, then 

what month and year. 

4. MAJOR SUBJECT MEANS WHAT DEPARTMENT DID YOU TAKE THE MOST CLASSES 
IN SUCH AS BUSINESS, INDUSTRIAL ARTS, HOMEMAKING, COLLEGE PREP., ETC. 
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THE 



3 



RD 



STEP: 



Previous Employment 



Approx. 
From To No. Hn. 

Mo. Yr. Mo. Yr. Per Wk. 



L:>i all employment with Present or ld«t iob first. Exc lude .nilitary service^ Include school vacat.on 

ft Vefumplu^ed. state nature of business. Unless vou note otherwise, the Company rrjay contact all those t.ited. 

(For marine experience, note vessel's name. flag, owner, reciprocating, turbme or diesel.l 



16 9 



7V 



7S 



9o 



Name & Address of Employer^ 



Nature of Job (or Marine Rating) Wage or 
& Supervitor't Name Salary 



Reaion lor Leaving 



4 Mrs . T/»yi "7 lace. 



/IV ir. A 



h.0kr- 



LAS. 



*Uo 
Wottr 



Summer* 
Job Qwltj 



LIST ALL EMPLOYMENT,WITH THE JOB YOU HAVE NOW LISTED FIRST. INCLUDE 
SCHOOL VACATION JOBS, IF YOU WERE PAID. REMEMBER, ADDRESS INCLUDES 
NUMBER, STREET, CITY, STATE, AND ZIP CODE. 



2. LIST THE LAST JOB YOU HAD N EXT. 

3. LIST THE JOB BEFORE YOUR LAST JOB. 

TH 



THE 



4 



STEP: 



RMitary Rtcord 

From To 

Vr Mo Vr 


Activf or 
R«Mrv« 


List present or Ian service first. 
Branch of Service Rank/Rate 


Specialization 


Discharge 
Honorable 


Other (Explain) 








































aru3A7 (oS-«-7B) 



An Equal Opportunity Employer 



PrintwS In UX.A. 



1. IN THE SPACE UNDER BRANCH OF SERVICE, DRAW A STRAIGHT LINE OR PUT N/A 
IF YOU HAVE /VOr BEEN IN THE MILITARY SERVICE, 

ERIC 
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TH 

THE STEP: 



5 



Gtnml Informtion 

1 J. Lilt any physial limitations or chronic illnesses. 



Ara you raceiving compensation for any injury, illness or disability? D Yes B No If "Yes" describe and give percent of rating, if any. 



2. Fofiign Languages You Speak Fluently kf Read aI 



3. Licanses Held (Auto Driver, Truck Driver, Pilot. Marine. Radio. etcF 

Auto T)obMaa<t 



4. Spicial or Occupational Skilli (Typing, Shorthand, Machine Operator, etc.) 



1. LIST ONLY A MEDICAL PROBLEM THAT YOU HAVE TODAY. 

2. YOU WOULD ANSWER YES TO b. IF YOU WERE INJURED ON A JOB AND ARE NOW 
RECEIVING COMPENSATION (MONEY), OTHERWISE CHECK NO. 

3. SPECIAL OR OCCUPATIONAL SKILLS: LIST TYPING SPEED AND ACCURACY, SHORT- 
HAND, MACHINES, BOOKKEEPING, OR ANY OTHER SKILLS YOU HAVE LEARNED 
IN SCHOOL. 



Activities & Interests Exclude any organization or society the name of which indicates the race, religious creed, color, national origin or arM:ettry 

of its members. 



1. SchopI Activities (Sports, Student Government, Honors, etc.) 



^/ifei^yviA- Se.t>o/flr>&/i<jp - P<»,J<»na±/a>t, 



2. Outside Interests (Hobbies, Community Activities, etc.) 

Sports ^ hi kiwi^, r^^oAi n^ ^ cary. 



1. IN THE SPACE PROVIDED FOR SCHOOL ACTIVITIES, INCLUDE SPORTS, CLUBS, 
SPIRIT GROUPS IN WHICH YOU PARTICIPATED OR SCHOLARSHIPS OR AWARDS 
YOU RECEIVED. 



2. UNDER OUTSIDE INTERESTS, BE SURE TO INCLUDE VOLUNTEER SERVICES. THEY 
INDICATE YOU ARE WILLING TO WORK OVER AND ABOVE WHAT IS REQUIRED 
OF YOU. 
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THE 



6 



TH 



STEP: 



Rtftnnces 

1 Lifl t«« raferencej otiwr th«n relatives, perjonj employed by this company, and those for whom you have worked. 






Occupation^ 


Yaarv Known 




□ Personal Friend □ Business or Professional 


Acquaintance 




Occupation 


Yaart Known 


AddrMt ' 


□ Personal Friend □ Business or Professional Acquaintance 


2 Lift anv ralatiws. Including those by marriage, employed by this company. 




Ralationthip 




Nam« 


Halation ship 




3, Have you ever been convicted of a crime (other than minor iraff ic violations)? □ Yes □ No If "Yes", when and where and describe nttense 
(Oo not include arrests which did not result in conviction,) 



NOTICE THE NUMBERS 1, 2, AND 3. DO NOT SKIP ANY BLANKS. USE YOUR POCKET 
D.ATA SHEET. USE COMPLETE ADDRESSES! BE SURE YOU HAVE PERMISSION TO 
USE THESE NAMES FOR PERSONAL REFERENCES. 



Applicant Statement . . x 
TTit information given is true and correct, and 1 understand that if 1 am employed, any misrepresentation, false statement, or omiaion of consequence herein, 
found by the Company at any time, wilt be sufficient cause to terminate my employment. 1 also authorize the Company (except as otherwise noted) to obtain 
uom other*, information believed by the D^pany to be pertinent to my employment. 


For Company Use 

r^t* tnterviewfld by 


Remarks 



























1. READ THE APPLICANT STATEMENT ALL STATEMENTS MUST BE TRUE! IF YOU LIE 
ABOUT ONE THING SUCH AS YOUR AGE, YOUR EMPLOYER MAY THINK THAT HE 
CANNOT TRUST YOU IN OTHER AREAS. ALSO, YOU MAY LOSE YOUR JOB FOR 
MAKING FALSE STATEMENTS. 



2 SIGN YOUR NAME. DO NOT WRITE BELOW YOUR SIGNATURE! 
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...before you go 

CHECK YOUR WORK: 

DID YOU USE BLUE OR BLACK INK? □ 

DID YOU NEATLY CORRECT ANY ERRORS? □ 

DID YOU FILL IN ALL BLANKS? g 

DID YOU USE COMPLETE ADDRESSES IN 

THE REFERENCE SECTION? □ 

DID YOU SIGN YOUR APPLICATION? □ 




TAKE YOUR COMPLETED APPLICATION FORM TO YOUR TEACHER FOR EVALUATION! 



ERIC 
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-.Activity 6 

Turn to your Working Papers and complete these other questions you may find on an 
application form! They are on Page 7 of your Working Papers. 



1 . Have you ever been suspended or discharged from employment? 



2. How many days did you miss from work or school in the past year? 
Why? 

3. How old are you? Under 16 ; 16to20 ; 21to40 ; 41to55 ; 

56 to 65 ; Over 66 

4. Are you a licensed motor vehicle operator? — . 

License Number 

5. If employed by us, will you be performing any renumerative work elsewhere? 

If yes, explain 



- Activity 1 

Turn to your Working Papers and use Application Forms 2 and 3. Complete both forms 
using your own personal information. If you have trouble, look at the illustration or 
see your teacher. 



2.9 
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PROBABLY the most important par^f applying for a job is the 
PERSONAL INTERVIEW! The first impression countsl How you look, 
what you wear, what you say verbally and nonverbally* and your atti- 
tude count. 



When applying for a job in a small business, you will frpbably be 
interviewed by the owner or manager oj^the business^lf you are apply- 
ing at a department store or otheHarge^B^ness, you nriay be interviewed 
by the personnel manager. Of course ^gjj^^ wilt be nervous, but with a little 
preparation you will be ready for the interview. :} 



The purpose of the personal intehl^iew is to allow the employer to learn as much as possible 
about you and your qualifications for the job. He will be lookinglt: 

13 Your attitude toward work and people. 

13 Your education and work experience, 

g Your reliability. 

gj Your future plans. 

ig Your ability to represent his company favorably. * ' 

IS Your personality. 



The interview also gives you a chance to learn about the company and the job^r which 
are applying. - . 
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P Activity 8 

CHECK OUT THE FILM STRIP 'THE PERSONAL JOB INTERVIEW" FROM YOUR 
TEACHER. You will need the Working Papers for ACTIVITY 8. Be sure you have a pen 
or pencil handy also. 



-Activity 9 ^ 



TURN TO WORKSHEET 9 in your Working Papers and follow the directions closely! 
When you are finished, turn your Working Papers in to the teacher. 



P Activity 10 

During the personal interview, there are often questions about you and what you like to 
do. It is important that you think about these questions before you are actually askedi 
Turn to ACTIVITY 10 in your Working Papers and complete the questions the best you 
can. 



5j 
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REMEMBER! You want to make a good impression on the person interviewing you. CHECK 
the following things before your interview: 

:|c Take 2 BLACK or BLUE pens w.:h you. 

^ If you are applying for a job requiring a typing skill, take a typing eraser. 
4: Learn something about the company before you apply. 

^ Tell someone who you are and what you are there for when you arrive for the 
interview. 

♦ Dress appropriately. NEAT and CLEAN! 

♦ Go alone!! 

♦ Sit up and look interested in what you are doing. 

♦ Take your pocket data sheet with you so you have all the information you need. 

♦ Be friendly, but don't hang around after the interview is over. 
5[c Don't smoke or chew gum. 

^ Know the name of the job you are applying for. 
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BE 



■)f PREPARED 

■)(■ ENTHUSIASTIC 

FRIENDLY 
^ POISED 
■X" CONFIDENT 



IT JUST MIGHT OPEN UP 



a WHOLE 



NEW WORLD 

33 
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Once you obtain your job, you will be asked to fill out an EMPLOYEE'S WITHHOLDING 
ALLOWANCE CERTIFICATE (W-4 Form) for your employer. This form tells the employer how 
much income tax he needs to take out of your paycheck to send to the Internal Revenue Service. 
(Federal Government). If he sends too little, at the end of the year you may have to pay a large 
amount of additional tax to the government. If he takes out too much, you will receive a refund. 
To receive a refund, you Mf^Sr apply for it by filing an income tax return. 



Form W-4 (Reiris«d April 1975) 
Employee':^ Withholding Allowance Certificate 

(Um tar Mtn »M artf A$ni SO. Itn »m J««wa«y I. It7it 

Tht txptanatory msttrial btlow wilt help you dtttrmtnc your correct number of withholding 
tllewancev and will kiiwX you in complctinc the Form W-4 at the bottom of thi» past. 

Av««4 OvwrwttMiet^nc or UndinnUiheMiiii 

if c<«MMAc vam* ntxnw r* •i»o«f»K»« mu art t^ti.itM to ft,» t»r t' tn, »momi W U« M>nt«*d 

br*e« M tv* tCi4 t •"^ •"v •eo*t-«'^* sue»«Ken %tu t>r4 is to •t»«n (nj "t(i«ct«< ■<•^ro d f-f •it»*»nc«.'* »H dan { i 

"AllOw»AC«:tt tV* Ji: •)»«wrt.CO* " in«M al>Oiv«"CM ("Vr M 0« ta*^ tcr m.tino^nt pMfpa W tIMf ar« 

Ml la M c««>m«3 uMet' '-Ca*ot9iie»i ' on r«Mf fUM* (am JSaae* 'onn lO^C* 

m«» tMKTt t^f&ai m»H«i0iAf •tiowaMca i< yvw a** af hf M amiiaf««, c marftatf ••Of ana •in(«oy*> 

ipeata i« "Ot a'»i«f«9 tt un«t«««i>( i»f|a i<rfni4ff4 aa«HCl><m. rou v-a* c.»Kn I'm •usvancalti t»* tam-ivq 

<»;wcti«'t ta fa*-^ iMtHitn irtofpr tj. «rtiwi«,c lfc«<« kk' •a.a* C". tn« otf«a* Kane »m a^w rOw» tpwta afa ocr>^ 
a«<ic>C*a4 •* >«» "Mv* •^a ina« a^ amrora* (0« viauid ta*a tttta ta »««^» tt.at vnobitn tK»% Mn «nt«tf)a e ii yow (ma t«ta' 
l«w MM m9»» mi^^i^'f.i, tiaxn la<M' a>a«>iH'ftr« »*% •a' aooit>««iai •.t^«>fe>«>| <■ .?k «*• tu"anti( tvnxti aM't-oiai 
■wt^wawiri *rf«*»f<<*( Mtae on ttamiiM Mucticnt. tr^ta t"* Mft^ p* tna Mc« t« Ma tim vsw ara ttatrmrf tn« tfOM' 
"«wtM' 0* «N*««Mcat 

How lAMttf WrthhoMini AJicwanctk M«r CUifnT 

MaaM uta tna •t'tMuf to M*«fni««« t<i« f umft«« •( •HdaaKaa ve<i may ctaKn (sr tia v?fih«lainfl s«rpe««i I* Mta'- 
ir-a Kumft^. .m m r^-^* (r»M po^i» (t y^y ara attH^-a and d •^•f» I'a^ en« tvb yov Ml camt ih* urn* anew- 
acTaa t^M» v»« a— pr.a» rt Kv »am» .o^ ar» **»f m a^ wf^ »9w ano fCu' wObM «^ aftMxa] 

mar ci»4*) i^a w<n« tt't-f^^ ».n t^oM^a't at t*'a ta>*a t,m». * nat'a^^nt anan, ftt>M( tn«f> « nndani ai Canatia 
M»»<a a' ^«to »-ta *a» nanw a^«T o*^ p»'t9^m »tie»M *a 

Ftfure Your Total Withholding Allowancei Below 



mtffr 1 



(a) Afom»nc» tcf y*Mn«it— «n<af 1 

IM atoivanca lar yawf •pM«a-^nia> 1 . . . . 
(CI AMwaAca to* r«wr ata— «l (5 or <»a» awW* 1 
M) *1o«an» tor your apouM'a af»..i« 1} o> o««*— 

(a) AMMMca *tf bMiMait (yo«rMrt>~«Mar 1 

(() AJ^aMca lor e4>««<«a<» (toowta «^ta> i 

U) AJio»anc*(t> (o* iaM<«««M(«)«-y«.i ara aM.nad to tia<m a^ a.evarwa (eraaCA 0aoa'<ant rM bo 

la vjfm on your tt49t»t iAco«»a t|i tatutn Oe not iMfWda yo^<rMtr •< loot-aa • . . . , 
W $9*t>*> •«••»•<<»—.( »'» t*$>* m^f tfnoicfai. a* wiiad o^if o«»a ampi 

arn Kovr »toc«a -t awpio^io t" . .... 

(t) aoawancaid (a* .ta«««r« •««wtl>eit»-<it ybj M t'an to iit«ua d«duCt>en« on rsttr •ncpmo tli ratu'n, < 

1^ uttmbtt *nm it>9 tabta o<* M<«** . . 
0) lotaJ — aoa ltKa« Il< l^taufn (>> aM«t Cxta* Kara an) o<t lint 1. ro>r> fr>U* 

>t ati^ •« a r. ».—»■< (M *«• MM'vai-M* xwi %tmm wM raw Im( Faawai 

i'W*»* M l<"'*0 <*w* ■«.«■ tM <*MM M ^ M 



a: 



See Table on Back if You Ptan to Itemize Your Oeductionf 

Cempialinf Forn W-4.-— » yo«i ( nd trai ^ ant.t)^ to o' i».3'a iPOMant.i rf» aMJivn le i^ota "iKn you *»a now 
c«ai«««<'|, •«<'a<»a rr>vf ni.<T>b«f ol •t.iMaitcrt c^'*>eif ti^« t^ 'cr^ t»r<«« aK4 i-wPr 'i »'tt ai*<(«o«.> il t^a ttu^oa* a' a> 
Kwancai i«w »«a«<<Mi«>p tta'i^ae arT'a.«(«« f^i. r^ut: l< • • i«a« rofifi m-tmi :u aart (knoui« rou a. tact to o*a mca ttr 
t«i«« (M* ba >.t)»<>«4 yow n .r »«■ tn* -a *»•>-) la mcaata ro*>' w ifiMini cia >» nj c« ' 0 a»»«an<»« o(« l 
Of by ai'-f^c adiS'tionj vtn* o'd.itr w>« ; «• omm > 

T lh« Miom p«rt ol ihit t«rm t« your 9mpt9fr: hctp Iht upptr pirt for your rocordt »itd inrornMlioii T 



W-4 1 Employee's Withholding; Allowance Certificate 

VHml ■'.IJjrJrtr* I ••••tr: ■ »o»»>a* » oMaH fow tnania 4.) 






Ha«a laoini Wi^Oi' aM utabi t ••ra' <o«mi 


n i4(««ta □ Main 

•Wt' t 


«« 


Oty w ia-«. lM«a aM« i» aaoa 








X acoit-oAai a-rtoun? ■< anv, r*^ daccitd a»<«« t»* (>' r:i>r t<^a-4v*t . . 


« 
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—Activity 11^ 

Remove Worksheet 11 from your Working Papers. Look it over carefully. It looks hard, 
but if you follow along with the instructions which follow you can do it! 



Line a If you are single and work at one job, enter 1 

If you hold more than one job, you may claim 1 allowance at only 1 place you work. 

Line b If you are married and your spouse (wife or husband) does not work, enter 1 after 
line b and line a. 

If you are married and your spouse (wife or husband) does work, do not take an allow- 
ance in line b. 



Line c, d, e, and f do not apply to you. 



Line g If you have one or more children, you may enter the number you have on line g. Do not 
include yourself or your spouse. 

Line h If you are single with only one employer, or married with only one employer, and your 
si)ouse is not employed, you may enter another 1 on line h. 



Line i Now total lines which you have entered a number and enter on line i. 



Figure Your Tot al Withholding Allowances Below 

(■) Allowanci lor ynufsell— <nlef 1 1 

(b) Allow«nci for your spouse— «ntef 1 

(c) AllowAnci for your ir.^'l 65 or over— «ntcr 1 

(d) Allowance for your spouse's ego — if C5 or over— «nler 1 •.*.'.'*....'.. ♦ ... 

(•) Allowance lor blindness (yourself)— «nler 1 

(0 Allowance lor blindness (spouse'i)— «nter 1 

(g) Allowance(s) for dependent(s) — you ere entitled to claim en ellowence lor each dependent you will be eblo 
to claim on your Federal Income tax return. Do not include yoursell or your spouse • 

(h) Specie! withholdinc allowence — il you are iingle with only on« employer, or married with only one employer 

end your spouse is not employed— «nter I* • i 

(I) Allowance(s) for itemiied deductions— il you do plan to itemiie deduction^ on your Income tax return, enter 

the number Irom the t*ble on back** 

0) Total- add lines (a) through 0) above. Enter here and on line 1. Form W-4 below 

• • ir y«K art In dotiM »» » »©« ♦"•r •• • daptfvd.nl. m* lh« lntrrvci»on» which e«m« wMh yovr utt r«d»r»l l#Kom» t«« r«ium •* tin 

• ft»ur local InUln*! Hrwtnua S»fVKi oftic t. 

TM« allowanca u»«d «oitir for pwrpota » of rnuung youir withhotdme f •ntf caoaet b» cliimad whao yost nia yOMt U* ralurw. 
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At the bottom of the page, TYPE or PRINT your FULL NAME, social security number, ad- 
dress, city or town, state and zip code, your marital status and the TOTAL number of allowances 
you are claiming. SIGN and DATE the form. 



See Table on Back if You Plan to Itemize Your Deductions 

Completing Form W-4.— if you rmd ih«t you ntt ♦nMled to one or more flMowances m addition to those which you are now 
ClaiminC. increase your number of allowances Dy completing the form brk>w ar'd liimR it with your en^pioyer. If the number of al- 
lowar>ces you previously claitietf decreases, you must file a new Form W-4 withm iO days. (Should you expect to owe more tax 
than wiH b« withheld, you may use the %aw form to increase your withholding by claiming fewer or "0" allowances on ime i. 
or by asking for additional withholding on tme 2. or bothj 

Y Cive the bottom port of this for(n to your employer; keep the upper part for your records and information T 

Cm! •••«« M»ii ««• 



ran. \Y.4 Employee's Withholding Allowance Certificate 

lii»v. Apfii if7» (This certificate is for Artconie tax withholding purposes 
D«wrti^«*t •! ik» T.Mwnr only; it will remain In effect until you chance it.) 


type Of prim your fun name , ■ - , n 

John Andrew Brown 




Honia address (Number tnd street or rurti fouto) 

5725 Ocean View Avenue 


MohUI status 

g; Single □ Married 

\}i marnetf but i<C4H^ Mp^uied, or Spouso 

ts a i>OArtvdfni odtn. c^tck tht single 

block.) 


5^ or towp. Sttto and ZIP code 

San Dieqo, California 94058 




2 






1 ctrlify th»t 10 ih« b«tt Of my ltfMwl*«|« anrt a«ii«r. 0i« intmOar ar wtlhheidMia oiiew*<H» cl»Wn«d on ih(t c«rtit»c«U dott not oicvatf tho numOor 
to wMch 1 om enLjUd. ^ y 



TAKE YOUR W-4 FORM TO YOUR INSTRUCTOR AND HAVE IT CHECKEDI 

THEN TAKE THE POST-TEST ON PART A! GOOD LUCK!! 
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WORDS AND MEANINGS 



(MUST KNOW FOR POST TEST) 

BEFORE you continue this unit, you will need to become familiar with some words and their 
meanings. Know these for your test on Part A. 



ADVERTISEMENT 



A notice commonly found in a newspaper informing the public 
about a product or job opening. 



AGENCY (employment) 



A company which helps people to find jobs. Many charge fees 
for the service. 



APPLICANT 



A person who is applying for a job. 



APPLICATION FORM 



A questionnaire which tells the employer the information about 
the person applying for a job. 



APPLY 



To ask for a job — by filling out an application — calling 
going in person. 



DATASHEET 



Resume' - a typed sheet telling an employer all the qualifica- 
tions you have for a job, your address and the names of people 
who will recommend you. 



DEDUCTIONS 



Money taken from your paycheck to cover insurance. Social 
Security, Income Tax, and other miscellaneous items. 



DEPENDENT 
ENCLOSE 



A person who lives with you and you care for. 

To send with a letter or application. To put into the same en- 
velope with something else. 
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EMPLOYEE 



A person working for someone. 



EMPLOYER 



EMPLOYMENT AGENCY 



Someone who hires people to work for them. 

A business which helps people to find jobs. They usually charge 
a fee. 



EXEMPTION 



EXPERIENCE 



On income tax or W-4 form — allowable amount set aside for 
yourself or dependents upon you for which you do not have 
to pay income tax. 

Previous activities you have participated in which would help 
you to perform a job. 



FEDERAL WITHHOLDING TAX The amount held from a paycheck towards the income tax 

due at the end of the year. 



FRINGE BENEFITS 



FULLTIME 



Extras from which you benefit, but the employer pays for. In- 
cludes Medical Insurance, Dental Insurance, Sick Leave, Vaca- 
tions, etc. 

To work a set number of hours per week. Usually 35 to 40. 



GROSS PAY 



The total amount of wages you earn before taxes or other 
deductions. 



HOBBIES 



Activities which you enjoy doing in your spare time. Reading, 
sewing, sailing, backpacking, cooking and football are all 
hobbies. 



INTERVIEW 

LEGIBLE 

MANAGER 



A person applying for a job meeting with an employer. 
To be able to read it. 

The person who directs or handles the business. 



MISDEMEANOR 



NET PAY 



OVERTIME 



Breaking the law in a minor way as a traffic violation or disturb- 
ing the peace. 

The amount you receive on your paycheck after deductions are 
made for Social Security, Income Tax and SDL 

Time beyond the regular hours. 



PART-TIME 



ERIC 



To work fewer hours than a full-time employee. Can be tem- 
porary or permanent. Often p||d hourly. 
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PERMANENT 
PERSONNEL MANAGER 
POSITION 
REFERENCE 

RENUMERATION 

REPLY 

RESUME 

SALARY 

SOCIAL SECURITY 

SPOUSE 
SDI 

STATE WITHHOLDING TAX 

TEMPORARY 

TRAINEE 
W-4 FORM 



Job will continue indefinitely. 

The person who does the hiring for a company. 

A job title or opening. 

A statement by a person who knows the kind of work you do 
and how responsible you are. 

Pay for work. Money received because of injury on the job. 
Answer. 

A typed sheet telling an employer all the qualifications you 
have for a job, your address and the names of people who will 
recommend you. 

An amount of money paid for a period of time's work regard- 
less of the amount of days or hours in that time. 

A special government fund required by law to which both the 
employer and employee must pay. 

The person to whom you are married. 
State Disability Insurance. 

Money withheld from your check to pay California State In- 
come Tax. 

The job will be short. You will be hired fOi a certain length of 
time. 

A person who is to be trained for a specific job. 

A government form which must be filled out before you can be 
paid which gives the employer information on how much in- 
come tax to take out of your pay. 
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THE RESUME 

(PERSONAL DATA SHEET) 



Often, when advertising for a new employee, an employer will ask for a RESUME' (rez' u ma') 
to be sent before any personal contact is made. A RESUME' is a typed sheet telling an employer all 
the qualifications you have for a job, your address and the names of people who will recommend 
you. It is a good idea to make one up and to keep it up to date at all times in case you need it. It 
is also extremely important to be prepared when going to apply for a job. You v/iil need to take 
with you information which will be needed when filling out an application blank. Such information 
includes: personal information; skills you have \Barx\eA\ education; experience; hobbies; and refer- 
ences. The resume' differs from the pocket data sheet. The pocket data sheet is for your own infor- 
mation and IS to be usee jy you and not to be seen by the employer. The RESUME' is often seen 
and evaluated by the employer. 



sue AMN CRCCN 
42389 Utitslde OrWe 
Sen franclscb, CA 91bCU 
943-S$S7 



EOUCATIOH; Un Frinclsco Hlih School, mission Street. 
S4n Frjnclsco. CA 9)j&3. 



Kliilon Junior Hl.jh School. 2S&a Str«ton Street, 
Sen rnncltco. CA 94563. 



SKILLS; ShorttiJnd aO w;* 
Tjrpln9 60 wpa 
lO-fce/ cddlRg Btchlre 



Prtntlng Cllculltor 

lOM Caectitlvf Typrwrttfr 

Transcription 'Uchlne 



STUOlin ACTIVITIES; tell LMd«r 2 yurW K-v.er of Spirit Croup: 

Frtfheu^ Cl<ss Svcrctir/. f'JL'r*.\tr o' C^llfornif 
Sct<oUrihlp Fejmtlbn; rr:ititr of Scuncc Club. 

EIPCRIUCC: Orrice Forml InCOrporltrd, ?J Pdrk P\Ali. %Af\ Francisco, 
. CA 94b3*j. Cencr<1 Omce Cterk t'jrt Ut* l9;^-7o. 

S<n Francisco H<9*i tchicK «;J7 '1i>i(on Strvtrt. 
Sm frincisco. CA ^x'A-i. Aitticjnc* Office Clerk 
2 periods per j<y, 1975-76 

Kr$. lUy Cl<rk. S<n FrindscB Htr^n School. 4*^87 Mission 
Str«ct. Fr^nclico. CA O^vCQ. Iniliie Wjrk EiPrrlcnec 
Typed, Upt rccuras, eornctrJ pipers, etc. 19M«7S 

NOUIfS: Sewing, reading, backpacking, sallli.g. tennis, i.ooklng. 
traveling. 

n>vMNCM: Nlss CUdy. Wong. 34So7 Hjson Street. San Francisco. 
U 94SCU. 

Nr. Alan Ventc. 7eS4 Pine Street. San Frjnctsco. CA 945^ 

Rev. Tott Thomas. First Vtho:iist Church, MS west Fifth, 
Un rranclsco, CA 94S62. 
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A RESUME 




HELPS YOU FILL OUT AN APPLICATION F )RM 



MAY BE SENT WITH A LETTER OF APPLICATION 



KEEPS A RECORD OF THE NECESSARY INFORMATION NEEDED FOR 
A JOB 




IS YOUR CALLING CARD 
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-Activity 12 

Turn to your Working Papers and do ACTIVITY 12. Answer all of the questions in your 
own handwriting. This activity will help you to get ready to make your own RESUME. 



FINISHED? Take it to your teacher to be checked! 

A RESUME' should be typed. If you do not know how to type, maybe a friend or a member 
of your family will do it for you. Remember, the Resume' will represent you to a future employer, 
so you will want to make a good impression. If you cannot type and you do not know anyone who 
can, see your instructor! 

Examine carefully the FORM FOR TYPING on the next page. Then read carefully the sample 
resume' shown. If you have any questions, see your instructor. 



- Activity 13 

On a clean sheet of typing paper, complete YOUR resume'. Remember, It must be NEAT, 
ACCURATE AND COMPLETE. YOUR RESUME' REPRESENTS YOU! 



CORRECT ALL TYPING ERRORS! 
When you are finished with this activity, turn it in to your instructor. 

GOOD LUCK! 
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FORM FOR TYPING A RESUME' 



YOUR NAME 
Street Address (or Mailing Address) 
City, State, Zip 
Telephone Number 



(Line 10) 
centered 



pica type, 
50 elite. 



from 42 on 



EDUCATION: 



Between each school, leave a blank line. See 
illustration on next page. 



Leave a 
1 inch 
margin on 
each side. 



STUDENT ACTIVITIES: 



EXPERIENCE: Between each experience, leave 1 blank line. See 
illustration on next page. 

HOBBIES: 

REFERENCES: Between each reference, leave 1 blank line. See 
illustration on next page. 



SKILLS: 



/ inch 
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SUE ANN GREEN 
42388 Westside Drive 
San Francisco, CA 94560 
^^943-5557 
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EDUCATION: San Francisco High School, 4987 Mission Street, 
San Francisco, CA 94560 

Mission Junior High School, 3568 Straton Street, 
San Francisco, CA 94560 



SKILLS: Shorthand 80 wpm 
Typing 60 wpm 
10-key adding machine 



Printing Calculator 

IBM Executive Typewriter 

Transcription Machine 



STUDENT ACTIVITES: 



EXPERIENCE: 



HOBBIES: 



REFERENCES: 




Yell Leader 2 years; Member of Spirit Group ;.Pt&hi^_ 
Class Secretary; Member of California Scholarshii 
ation; Member of Science Club. "^j^. 

Office Forms Incorporated^ 28 Park Plaza, San Francisco, CA 94^6r* 
General Office Clerk Part time 1975-76. 

San Francisco High School, 4987 Mission Street, San Francisco, 
CA 94560. Attendance Office Clerk 2 periods per day, 1975-76. 

Mrs. Ray Clark, San Francisco High School, 4987 Mission Street, 
San Francisco, CA 94560. Inside Work Experience. Typed, kept 
records, corrected papers, etc. 1974-75. 

Sewing, reading, backpacking, sailing, tennis, cooking, traveling. 

Miss Gladys Wong, 34567 Mason Street, San Francisco, CA 94560. 

Mr. Alan Wente, 7854 Pine Street, San Francisco, CA 94560. 

Rev. Tom Thomas, First Methodist Church, 345 West Fifth, San 
Francisco, CA 94562. f* s 
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DID ^OU TURN 



YOUR LETTER-PERFECT 




GOOD! 
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LETTER OF APPLICATION 



Almost any day of the week, you can open your local newspaper to the classified section and 
find HELP WANTED ADS. Advertising job openings saves time and expense for the employer as 
well as for YOU. 

Often times the only method of gaining an interview for a job is by writing a good letter of 
application and sending a resume! 
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If you follow a few easy steps, 

writing a letter of application 

WILL BE EASY! 
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The LETTER OF APPLICATION is often your first contact with a company. It can either 
''make" you or "break" you. Many companies use this letter to "screen out" (get rid of) the people 
who they do not want to work for their company. YOU MUST WRITE THIS LETTER CARE- 
FULLY! 

An application letter should include three (3) parts: 

1. An introductory paragraph telling how you found out about the job. 
You want to get the reader's attention. 

2. The main paragraph telling what skills, experience, and qualifications 
you have which would qualify you for the job. 

3. A concluding paragraph expressing your desire for a personal interview 
and indicating where you can be reached. 
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p LET ME PUT IT IN SIMPLE TERMS: 

ijl. GET ATTENTION 

ijl CREATE INTEREST "\ 

> Main Paragraph 
Xjr SHOW YOUR PERSONALITY J 

^ MAKE IT EASY TO BE REACHED 
If you still don't know what to do, let me give you some examples: 



Im GET ATTENTION 

(teacher) 

The Kennedy High School work experience coordinator, Mr. Arnot, told 
me that you have an opening in your company for a bookkeeper. 

OR 

A friend of my father's, Mr. Jack Harper, told me you were interested 
in hiring four young people as trainees to learn computer programming. 
I would like to be considered for one of these positions. 

OR 

I am writing in regard to your advertisement for a dental assistant in the 
Sunday, January 6, Daily News. ! would like to be considered for this 
position. 
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OR 

Please accept my application for the job of office mail clerk which was 
advertised in the TIMES Tuesday, January 10. 

SEE HOW EASY IT IS! 

-Activity 14 

Turn to your Working Papers and write three (3) introductory paragraphs which YOU 
might use when writing a letter of application. Be honest. Make them YOU! (Page 16). 




FINISHED??? Show your paragraphs to your instructor and have him (or her) discuss them 
with you. 
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2b create interest (sell yourself) 

The main paragraph should tell what special qualifications you have to be 
considered for the job. Here you may also refer to the enclosed resume'. 

As you will see on the enclosed Resume', I will graduate from High 
School in June, 1976. I have taken a complete business course preparing 
me for an office position. I also worked in the front office and greatly 
enjoyed both my classes and my work experience. I know I would like 
working for a company such as yours. 

OR 

For the past year, I have been working inthe school district offices after 
school. My responsibilities included the mail, taking dictation, typing, and 
some bookkeeping. I feel that this experience would prove to be in- 
valuable if I were working for your company. 

OR 

In high school, I was very active in student government, the school news- 
paper, sports, and the outside work program. My typing skill is in excess 
of 50 net words per minute and I can take shorthand at 90 words per 
minute. I feel that I am well qualified for the position you wish to fill. 



OR 



Although I do not have any office experience, I have worked for the past 
two summers babysitting and caring for neighbors' yards while they were 
on vacation. I feel that I accept responsibility very well and am well train- 
ed for the position you wish to fill. 
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-Activity 15 ^ „ 

Turn to your Working Papers and write two main paragraphs which you might use when 
writing a Letter of Application. Be honest, list only your own experience and education. 
Don't make anything up! (Page 17). 



WHEN YOU ARE FINISHED, TAKE YOUR COMPLETED MAIN PARAGRAPHS TO YOUR 
INSTRUCTOR AND HAVE THEM CHECKED. 



3a MAKE IT EASY TO BE REACHED 

I would appreciate a personal interview with you at your convenience. 
I can be reached by telephone at 756-3975 or at the above address. 

OR 

Please call me for an interview at your convenience. My home telephone 
number is 345-6543. I am looking forward to hearing from you soon. 

OR 

I am enclosing a personal data sheet which I hope will be of value to you 
in considering me as an applicant. I may be reached at the above address, 
or my home phone number is 234-6957. 

OR 

I hope you will consider my application. Please let me know if I may pro- 
vide you with any additional information. I may be reached at 334-6665. 

This is an easy paragraph to write! 
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p. Activity 16 

Turn to your Working Papers and write three (3) paragraphs which YOU could use to 
close your letter. (Page 18). 



GOOD! CHECK WITH YOUR INSTRUCTOR AND HAVE THEM APPROVED. 



POINTS TO REMEMBER 

WHEN WRITING YOUR LETTER OF APPLICATION: 

1 . Use clean white paper 

2. No smudges — make neat erasures 

3. Unless you are instructed to reply in handwriting, use a typewriter! 

4. No misspelled or crossed out words 

5. No strikeovers 
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ILLUSTRATION OF A 
LETTER OF APPLICATION ON 
AN ELITE TYPEWRITER 



Route 1 , Box 23 
Philo, CA 94550 
January 14, 1976 



Mrs. Juanlta Chavez 
Personnel Manager 
Acme Appliance Comoany 
45?> North Drive 
CloverdalCt CA 95540 

Dear Mrs. Chavez: 

I am writing in reqard to your recent advertisement in 
the Valley Times for a clerk-tyoist. I am very much 
Interested in that position. 

I will graduate from hiqh school in Januarv, and I am 
looking for a full-time office job I have taken a 
complete busines<^ course ^ and mv tvoing and shorthand 
speeds are very good. 1 am enc1o<;ing a r*»sume' of my 
skills and experience. 

Pleasp call me for an interview at vour convenience. 
I may bp reached at 433-4523 or at Ihp above address. 
I am lonkina forward to hearing from you soon 



Yo'irs very trulv- 




' 0 



Marv Janp Haskett 



ERIC 
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^ Center 



(line 13) 



^(line 20) 

Name and title of person to whom you are writing 
Company Name 
Street Address 
City, State, ZIP code 

Dear Mr., Ms., Mrs., or Miss (or Gentlemen if there is no name given above) 



y Your street or mailing address 
City, State, ZIP code 
Month, Day, Year 



ERIC 



Yc^urs very truly, 

(sign your name here) 

Your Name (t 'ped) 

AS A GENERAL RULE: If your machine is pica, 42 is the center 

and margins should be set at 17 and 67. 

If your machine is elite, 50 is the center 
and the margins should be set at 20 and 80. 
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ILLUSTRATION OF A 
LETTER OF APPLICATION ON 
A PICA TYPEWRITER 



Route 1, Box 23 
Phao,CA 94550 
January 14,1976 



Mrs. Juanita Chavez 
Personnel Manager 
Acme Appliance Company 
455 North Drive 
Cloverdale, CA 95540 

Dear Mrs. Chavez: 

I am writing in regard to your recent advertisement in the Valley Times for 
a clerk-typist. I am very much interested in that position. 

I will graduate from high school in January, and I am looking for a 
full-time office job. I have taken a complete business course, and my typing 
and shorthand speeds are very good. I am enclosing a resume' of my skilL 
and experience. 

Please call me for an interview at your convenience. I may be reached at 
433-4523 or at the above address. I am looking forward to hearing from 
you soon. 



Yours very truly. 




Mary Jane Haskett 




HOW TO APPLY FOR A JOB 
STUDENT MANUAL PART B PAGE 56 



—Activity 17 

Turn to your Working Papers and make a rough draft copy of a Letter of Application 
v;hich you might write answering one of the following advertisements. You may use any 
of the paragraphs which you wrote in the previous exercises if they fit. 



WHEN YOU ARE FINISHED, TAKE YOUR LETTER TO YOUR INSTRUCTOR TO BE 
CHECKED. 



The ame of the paper is The Daily News. Use your city and zip. 



BOOKKEEPING, LIGHT, A P, A-R inventory 
control, some typing. Salary based on abili- 
ties. Send letter/ resume* to Box 2 c/o this paper. 



SECRETARY RECEPTIONIST over 18, re. 
sponsible; 4 days per week, apply by writing 
c/o paper. 



CONVENIENT FOOD MART 

Grocery Clerk/Cashier/Part-time, Exp. Pre- 
ferred. Write Box 25 c/o this paper. 



TYPING and general office, full time. CPA 
office - Hayward. Send resume' to P. 0. Box 
451,Hayward, 14540. 



SECRETARY, INSURANCE Agency, wiU train. 
Write Box 13 c/o this paper. 



TELEPHONE OPERATOR: for even, and 
weekends. Light typing and bookkeeping, 
general off. Write FRA Motors, c/o paper. 



COMPUTER TRAINEE. Part time hours flex- 
ible. Write c/o paper. Box 67. 
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Sometimes a newspaper advertisement says to call for an appointment and indicates a tele- 
phone number. If the job for which you are applying requires any contact with the public on the 
telephone, that first call you make to the company is very important. WRITE DOWN WHAT YOU 
ARE PLANNING TO SAY! and WHAT QUESTIONS you need to ask! 



1^ 

FIRST IMPRESSIONS COUNT! 
BE CAREFUL WHEN CALLING FOR AN APPOINTMENT!!! 



Planning how you are going to set up an appointment for a job interview is jike plannmg a 
letter of application. You must first get the listener's attention. Be sure to sound alert, enthusiastic, 
and interested in the position. Be ready to answer specific questions if they are asked. It is a gooo 
idea to have your resume' nearby so you can refer to it if you need to.* Be certain to obtain the 
interviewer's name and ask how to spelt it to be sure. Repeat the time and day the appointment has 
been made. Be courteous, friendly, and brief. 



Tune in on the following pages and foltovy carefully as Chris makes her first call for an appoint- 
ment for an interview. 
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YOUR Ap H\i 

<H mm 

[£5 THAT 



i\nii(iiaiiiiiiiiin(iiiMri» 




t/or Office' 

t*A(/e HAP Xt/9IPB 

\Af SCHOOL J A^O 
XAN[ t^B'tHL-y 
ANXIOUS fo 



rHi5 (JOB f(eAi.LY 

THAT MUC'l^ 
DO YOU 




YBS, I PC. J HAfB 
A COM Pie re 

WtrH MB ZF 

M£ TO coAie^ 

POR AN 

\^^r^R.t^m\N, 




Y£^, t. would", 

£Ah/ YOU COMB 
rOMonfioiv Af 
Z O'CLOCK? 
HOW PO YOU 
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GO 
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.Activity 18 



Using a tele-trainer (if available), telephone your instructor and make an appointment for 
a job interview. You are to be the job applicant and the teacher is the prospective em- 
ployer. Say your name clearly and spell it if necessary. Be sure to write down the exact 
time and place of the interview, check the correct spelling of the interviewer's name, how 
to pronounce it, and his title. Tell where you read or heard about the job. Did the com* 
pany request you to call for an interview or are you calling about an ad in the newspaper 
or information given to you by a friend. 



If a telephone or tele-trainer is not available, make a personal appointment with the 
teacher acting as a receptionist and the student acting as the applicant. Say your name 
clearly and spell it if necessary. Be sure to write down the exact time and place of the 
Interview. Check the correct spelling of the interviewer's name, how to pronounce it, and 
his title. 



OR 
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Often when applying for a job which requires a skill, you will need to take an employment 
test. On the following pages you will find some questions commonly asked on an employment test 
for office skills. You will also find a sample typing test and a sample shorthand test. 



TESTING PRCX:EDURE FOR 
STANDARD OIL COMPANY OF CALIFORNIA 



All applicants for typing and stenographic positions eire required to 
complete a typing test, a spelling test, and a punctuation test. Those 
applicants applying for a stenographic position vill taKe a shorthand test 
as wll. The amount of salary offered will be affected by the test 
scores. 

After a brief warm-up period, the applicant is given two five-minut( 
typing tests on material of average syllabic intensity. The -material is 
to be typed line for line and double spaced with a f ive-strok paragraph 
indention. Standardized International Rules are used for scoring. A net 
speed of 55 words per minute is the minimum required for the positions of 
typist and stenographer. (In an attempt to alleviate tension, the applicant 
is informed, prior to testing, that two timed writing fll be given and 
the better of the two tests will be used for scoring* , 

A short punctuation test involving the use of the comma, semi-colon, colon, 
quotation marks, question meirk, and apostrophe is given. This test 
also includes the proper use of the pronoun. The applicant is asked to 
correctly punctuate eight sentences and to select the correct pronoun in 
two additional sentences. A desirable score would not exceed five errors 
out of a possible 25* 

The third section of the testing program is a spelling test. The applicant 
is given a list of 50 words. Some of these words are spelled correctly and 
some are spelled incorrectly. The applicant is to underscore those words 
that are spelled incorrectly and write them correctly in the space provided. 
This spelling test is comprised of words commonly misspelled; i.e., words 
containing double letters or troublesome vowels, etc. The passing grade is 
80 percent. 

The shorthand test is given at 100 words per minute and the material used 
for dictation is counted by the standeird words (28 syllables equal 20 
standard words). Two short letters are dictated for warm up; then a letter 
three minutes long is dictated for transcription. The applicant is to 
transcribe his notes in mailable form— all typographical errors corrected, 
correct punctuation, spelling, etc. The minimum requirement is 100 words 
per minute with a maximum of five errors. 
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SAMPLE SPELLING TEST 
Underscore all vords spelled Incorrectly and spell correctly on the dotted line . 

itenerary . {^\^^^^.^^] . . . feasible 

latteral . (^^^^^^I . _ . relevant . . . M^]^''.^'}''] . . 

serviceable perserverance 

teritory . . . . recipient 

incumbent elledge . . . .^^'^^'^f®? . . . 

siep.e advisory • • • • ^ 



SAMPLE PUNCTaATION TEST 



Punctuate each of the following sentences correctly. 



1, Mr, Garrison manager of our Chicago office as well as five managers 
of other branch offices attended the meeting. 

2, As long as Mr. Foster opposes the modernizing of our offices we shall 
be unable to purchase new desks and chairs. 

3, His car was out of gas mine heui two flat tires. 

You will find that most high greuie products are manufactured by 
businesses that employ up to date methods and that maintain plants 
that are well managed* 

5. The following are the primary colors red blue yellow. 

6, We met them on Monday October 13 at Tom Hardys house, 
7* Susan asked Will you be able to Join us. 



Cross out the incorrect pronoun ♦ 



8, The manager asked (her/she) to buy the typewriter, but it was not 
(her/she) who placed the order, 

03 
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SAMPIiS TYPING TEST 



The most important job you and every other young person will have through 
life is that of critic of your own thoughts, words, and deeds. And this is a 
Job that may be very interesting, pays well, and never is lost. How well it 
is done depends largely on how early you begin to function on this job, how 
intelligently criticisms are made, and how soon good habits of doing this work 
are formed. 

Why did I think about a certain person as I did? Why did I say what I 
said? Why did I do what I did? These are questions which should be asked and 
answered over and over again concerning important matters of daily conduct. 

At first you must consciously foi*ce yourself to ask these questions. In 
time. If this practice is persisted in, the habit of trying to account for your 
conduct in important situations vill be formed. Then without conscious effort 
you will seek reasons for what you think, say, or do. 

It will surprise you to find that often your thinking is not based on 
facts; or that what you say is not literally true; or that some of the things 
you do are not the things you really should have done under the circtimstances. 
Once you discover these things, you will want to make amends for wrong things 
said and done. But what is more important, you will be on your guard against 
ft repetition of them. Thus bad habits will be broken and good ones formed. 

Not the least important result of self-criticism and the correction of 
one^s own faults is the elimination, in large part, of the criticism of others. 
No one really likes to be criticized by his associates. The only way to avoid 
such criticism is to do your own and do it first. 
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SAMPLE SHORTHAND TEST 
100 Words Per Minute 

Dear Mr. Green: 

No doubt you, like most of us, pay a percentage of your salary 
toward Social Security, Yet the chances are you have never taken the 
time to investigate fully the Social Security benefits available to you 
or to your family. 

For example, do you know how much you will receive each month at the 
age of 65? Do you know what will happen to your Social Security fund in 
the event of your death? Do you know what papers are necessary in 
claiming benefits? 

These are things you should know. To help you answer them, our 
representative, whose name is on the enclosed card, will gladly supply 
you with an analysis chart that clearly shows what benefits you or your 
family may expect to receive. This as well as other information will be 
furnished by our representative with no obligation on your part. 

We are extremely sorry that our representative will not be able 
to personally visit with you at this time. However, it is our hope that 
his analysis chart will provide you with sufficient answers. 

If you should have questions which are not answered by the analysis 
chart, please complete the enclosed form requesting further information. 
This form should be mailed to our representative for a prompt response. 

Very truly yours, 



GS 
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THE FOLLOW-UP LETTER 




AS SOON AS POSSIBLE following your interview, you should write a follow-up cr thank you 
letter. This will help to keep your name foremost in the interviewer's mind. 

KEEP THE LETTER SHORT AND TO THE POINT! 

1st paragraph: Mention when you had your interview, and what position you wer*^ app^'ing 
for. For example: 

I would like to thank you once again for the consideration you gave me in your interview 
on January 15. You gave me a very good picture of what is expected of the person you 
will hire to work in your office. 

2nd paragraph: If you would like the job and are interested, say so! Give a reason why and any 
special qualifications you may have. For example: 

I am very interested in the opening you have available. It is exactly what I have been 
looking for. I feel that the courses I have taken in school and the work experience I have 
had, prepared me for just such a position. 

3rd paragraph: Offer further assistance or information. 

If I can answer any further questions regarding my qualifications, please call me at 
328-3445. 



G6 
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ILLUSTRATION 
FOLLOW-UP LETTER 



34567 York Avenue 
Los Anqeles, CA 95504 
January 3K 1976 



Mr. Any Employer 

23456 South Market Street 

Any City, CA 90056 

Dear Mr. Employer: 

Thank you for qivinq me an opportunity for an interview 
with yoii r**garding the openinq vou have in the CreHit 

Departn^ent 

I am vc-"y pxrited about the pos!^ihilitv of working for your 
company 1 left the intprvlew with the feeling that this was 
ex^irfly thp type of work I had bepn looking for. 

If vou nepd any further information* or have any qije<;t^onSc 
plp^SP feel free to contact me at the above addrps*; or call me 
at 645-5678. I am looking forward to hearing from you soon. 



Yours vpry tmlv, 




Your Name 



> 
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- Activity 19 

Turn to your Working Papers and write a thank you letter for the job you chose to write 
a letter of application for in Activity 17. Follow the instructions given for letter form on 
page 54. 



When your letter is finished, see your instructor. 
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HOW TO APPLY FOR A JOB 



Teacher's Guide 



HOW TO APPLY FOR A JOB is a unit designed to be used with students prior to obtaining 
their first job. It may be used by either boys or girls. Part A is designed to help the student apply 
for an entry-level job. The student obtains a Social Security Number, successfully completes a job 
application form, participates in a job interview, learns the vocabulary commonly used when apply- 
ing for a job, and actually sees students in a filmstrip applying for a job. The student will also com- 
plete a withholding allowance certificate. 

Part B is designed for the student who would like a job requiring a skill. A Resume' or Personal 
Data Sheet is typed and the student learns how to write a letter of application and a follow-up 
letter. 

The following performance objectives will be met in Parts A and B: 

• Given a list of 25 words, and phrases, commonly used on employment forms and in 
test instructions and a list of definitions, the student will match the words/phrases 
to the definitions with at least 20 correct responses. {Part A) 

• Given an application form for a Social Security Number, the student will indicate his 
Social Security Number or complete the application form legibly, correctly, and 
completely. (Part A) 

• Given an Employees Withholding Exemption Form (W-4), the student will type or 
print the required information legibly, correctly, and completely. (Part A) 

• Given a sample pocket data sheet, the student will prepare the information neces- 
sary to complete a job application form. (Part A) 

• Given application blanks from 3 companies and his pocket data sheet, the student 
will fill out each application form completely, accurately, and legibly with type- 
written or printed in ink responses, all questions acknowledged, all errors corrected, 
and a legal signature. (Part A) 
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• Given a list of questions frequently asked by personnel officers in an inter\-iew, the 
student will type, write or respond orally to the questions to the satisfaction of 
the instructor. (Part A) 

• Given ^ role-playing situation in which the student is a job applicant and the teacher 
is a prospective employer, the student make an appointment by telephone (if 
possible) and/or in person to the satisfaction of the instructor. (Part A) 

• Given the opportunity to participate in 'an interview with the teacher c; a person 
designated by the teacher, the student will do so at the appointed time and then 
meet with his teacher to discuss his strengths and weaknesses as indicated on the em- 
ployment interview s^eet completed by the interviewer. (Part A) 

• Given a sample personal data sheet as a guide and any necessary personal informa- 
tion, the student will prepare and have typed his own personal data sheet (Resume') 
including personal information, education, employment experience, activities, and 
references accurately and in an acceptable format. (Part B) 

• Given a blind want ad requiring a letter of application and sample application 
letters, the student will write an application letter that is original conveys the appro- 
priate message, and meets standards of mailability (neatness, style, vocabt lary, 
spelling, punctuation). (Part B) 

• Given a sample follow-up letter after having completed an interview, the student 
will write and mail a similar letter to the interviewer which conveys the appropriuie 
message and meets standards of mailability (neatness, style, vocabulary, spelling, 
punctuation). (Part B) 
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For the best experience for the student in this unit, you will need to have on hand originals 
or copies of 

Form W-4 .nternal Revenue Service 

Form DE 3718 ^ partment of Employment Development — Pocket Data Sheet 
Ap lication for Social Security Card 
Telephone Directory 
Zip Code Book 

If the forms are . l available to you, masters are included in the packet. 

This is a two-part mit. Part A includes pages 1 - 38, and Activities 1-11. Part B includes 
pages 39 - 67 and Activities 12-19. 

The answers are included for Activities 1, 2, 8, and 9; but the answers in other Activities will 
be personal and no key is provided. Be sure ZIP CODES are included in all addresses. Employers 
do not have the time to look them up! 

Be sure to check that application forms are correctly filled out in other units. You may need 
extra copies cf Job Application Form Number 3 because it should be done letter perfect. Forms 
1 and 2 ara learning experiences and each one should be progressively better. 

PREREQUISITES Handwriting. If the student has completed handwriting, be sure to check 
to see if they have followed through. 
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ACTIVITY 1 - KEY - WORD SEARCH 



HOW MANY WORDS DID YOU FIND? 
35-40 EXCELLENT! 
30 - 34 VERY GOOD! 
25-29 AVERAGE 
less than 25 LOOK SOME MORE 
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ACTIVITY 2 - KEY - CROSSWORD PUZZLE 
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ACTIVITY 8 KEY 

Parti 

1. The applicant just went in and stood around. He didn't introduce himself and say what he 
was there for. 

2. He is wearing torn blue jeans. 

3. His shirt is not buttoned or pressed. 

4. His hair isn't neatly combed. 

5. He took someone with him! 
Part 2 (7 blanks) 

1 . Mary's dress is much too dressy to be appropriate for a job interview. 

2. Her hair is overdone. 

3. Her shoes are not appropriate. 

4. She has on too much makeup. 

5. She is not sitting up straight. 

6. She looks as if she had nothing better to do. 

7. Don't ask to borrow a pen and don't use pencil or felt pen. 

8. Take a resume' or Pocket Data Sheet with you so you have all the information you need 
including zip codes and telephone numbers. 

Part 3 (Answers may vary) 

1 . Mary is slurring her words and using dunno, yea, I guess, OK. 

2. Mary's attitude is showing. She doesn't really want to work, she is only applying so she can 
say that she is really trying. 

3. Don't smoke. 

4. Don't chew gum! 

5. Don't say you will do anything - that really means nothing. 

6. When the interview is over, GO. Don't stay around^nd chat! * 
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PRE-TEST / POST-TEST 
HOW TO APPLY FOR A JOB 

Checklist for the JOB APPLICATION 

The student used INK 

The student printed or wrote legibly 

Errors, if made, were corrected neatly 

Complete address was given including the city and zip code 

Social Security number was given 

Specific job desired (Service Station Attendant, Cashier or any other specific job named.) 

Name, Address, City, Zip Code of schools attended. 

Previous Employment must include Name, Address, City, Zip Code. 

If they have not had business experience they should list babysitting, yardwork, or any 
other paid experience. 

3 to 5 hobbies should be listed 

References should include Name, Address, City, Zip Code, Occupation and Relationship 

to the person. 

All blanks should be completed or marked NONE or N/A 

Application blank should be signed. 

Checklist for the JOB INTERVIEW 

The student was dressed properly for the job applied for 

The student made an appointment for the job interview correctly. 

The student was poised and spoke clearly 

The following questions were answered satisfactorily: 

1. What position are you applying for? 

2. When are you going to graduate from high school? 

3. What plans do you have after you graduate? 

4. Do you enjoy school? Why? 

5. What school activities do you participate in? 

6. What do you like to do in your wee time? 

7. What kind of work experience have you had? 

8. Hov. ,jch do you expect to toe paid for this job? ^ 

9. How much do you want to work? ^ 5 
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Checklist for JOB INTERVIEW, Continued 

10. Why do you want to work for this company? 

11. Do you have any questions? 

Use the following checksheet in evaluating the student. Circle the ^t^:rd in each line which most 
nearly describes the applicant. Discuss with the student YOUR EVALUATION at the conclusion 
of the interview. 

APPEARANCE: well groomed, average, needs improvement 
DRESS: good taste, careless, flashy, untidy 

POSTURE: well balanced, very erect, slightly relaxed, stooped, round shouldered 

FACIAL EXPRESSION: radiant, happy, thoughtful, solemn, svlhn 

HANDS: clear and well groomed, clean but not well groorriid dirt/ 

FACE: healthy looking, makeup too heavy, needs improvement 

APPROACH: poised, alert, forward, timid, awkward 

VOLUME OF VOICE: too loud, easily audible, too low, pleasant 

ENUNCIATION: very clear, clear, passable, indistinct 

PRONUNCIATION: faultless, occasional mistakes, frequent mistake:. 

GRAMMAR: good, occasional mistakes, frequent mistakes, extrtrriely bad 

PERSONALJTY: magnetic, animated, pleasant, tactless, sir!len 

ATTITUDE: cooperative, enthusiastic, attentive, mo'Kc ent^ argumentative 

SELF-OPINION: modest, confident, timid, conceited 

INTEREST IN POSITION: exceptional, normal, belovj a-zerage 

WOULD YOU HIRE THIS APPLICANT IF YO J HAD AN OPENInG IN YOUR COMPANY? 



YES NO 
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PRE-TEST/POST-TEST 

HOW TO APPLY FOR A JOB: PART B 

Before continuing with Part B the student must have completed successfully Part A or the pre-test/ 
post-test. Part B is a continuation of Part A. 

To successfully complete Part B, in addition to Part they must submit to you the following items 
completed with 100% accuracy: 

A Typed Personal Data Sheet. 

An Application Form (from Part A) correctly completed. 

A letter of application. (It must be neat, in correct style, correct English usage, spelling, and 

punctuation.) 

A follow-up or thank you letter with the same standards as above. 
A W-4 (Employee's Withholding Allowance Certificate). 
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PRE-TEST/ POST-TEST 

HOW TO APPLY FOR A JOB: PART A STUDENT INSTRUCTIONS 

OBTAIN A STANDARD OIL APPLICATION BLANK AND COMPLETE IT AS THOUGH YOU 
WERE ACTUALLY APPLYING FOR A JOB. SINCE STANDARD OIL EMPLOYS PEOPLE FOR 
OFFICE WORK, SERVICE STATIONS, RESEARCH, AND MANY OTHER AREAS, CHOOSE A 
SPECIFIC JOB YOU WOULD LIKE TO APPLY FOR. DO NOT MAKE UP ANYTHING ELSE! 

ASSUMING THAT YOUR INSTRUCTOR IS YOUR FUTURE EMPLOYER, MAKE AN AP- 
POINTMENT FOR A PERSONAL JOB INTERVIEW. 

DRESSING APPROPRIATELY FOR THE JOB YOU ARE APPLYING FOR, PARTICIPATE IN A 
PERSONAL JOB INTERVIEW WITH YOUR INSTRUCTOR. TAKE YOUR COMPLETED JOB 
APPLICATION FORM WITH YOU. 

MATCH THE 25 WORDS AND DEFINITIONS GIVEN ON PAGE 5. 
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Onbvrni 



Employment Application 



piMM flat rMd th« Applicant Statement on tha rovarsa sida. Than fill out the application in your own handwriting or printing. Be accurate and complete. Infor- 
mation you give will not ba utad for purpoaat prohibited by law. 



Name (Fint) 



(Middle) 



(Last) 



Address (Na/Stra«t) 



Date 



(City) 



(State) 



(Zip) 



Birth Date 



Type of Work Desired 



The Aga Discrintination in Emplnyment Act of 1967 Pro 
hibitf discrimination on the basis of age with respect to in 
dividuats vs/ho are at least 40 but ia^i than 65 vearc of age. 



Mow long? 



Social Security No. 



Phone 



If you are not a U.S. citizen, what type visa do you have? 



Education 



Name of School 



Location of School 



No. Graduated Degree 
Yrs. No Yes Mo. Yr. Received 



Major Subject 



last Grade 
or 

High School 



Business 
or 

Trade Schools 



Colleges 
or 

Universities 



T 

i 

1 



Previous Employment 



Approx. 

From To No. Hn. 

Mo, Yr. Mo. Yr. Per Wk. 



L.sj nil employnnnt yvith present or Idst job fi: it. Exclude linludfy service. Include school vacation jobs where significant. 
It self-employed, state nature of bus:ness. Unless you note otherwise, the Company may contact all those listed. 
(For marme experience, note vessel's name. flag, owner, reciprocating, turbine or diesel.) 



Name & Address of Eimployer 



Nature of Job (or Marine Rating) Wage or 
& Supervisor's Name Salary 



Reason for (jsaving 



Military Record 



List present or last service first. 



From 
Ma Yr. 



To 

Mo. 



Yr. 



Active or 
Reserve 



Branch of Service 



Rank/Rate 



Specialization 



Discharge 
Honorable 



Other (Explain) 



An Equal Opportunity Employer 



GO>307 (OS^7B) 
Printed In U^.A« 
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Gtntfil Informtion 

\m. List any physical limitations or chronic illnesses, 
b. Art you receiving compensation for any injury, illness or disability? □ Yes □ No If "Yes" describe and give percent of rating, if any. 



2. Foraign Languages You Speak Fluently Read 

3. Licenses Held (Auto Driver, Truck Driver, Pilot, Marine, Radio, etc! 

4. Special or Occupational Skills (Typing, Shorthand, Machine Operator, etc.) 



Activities & Interests Exclude any organization or society the name of which indicates the race, religious creed, color, national origin or ancestry 

of its members. 

1. School Activities (Sports, Student Government, Honors, etc.) 



2. Outside Interests (Hobbies, Community Activities, etc.) 



References 

1. List two references other than relatives, persons employed by this company, and those for whom you have worked. 



Name 


Occupotion 


Yean Known 


Addrttt 


□ Personal Friend 


□ Business or Professional Acquaintance 


Nam* 


Occ upation 


Year* Known 


Addratt 


□ Personal Friend 


n Business or Professional Acquaintance 


2. List any relatives, including those by marriage, employed by this corr.pany. 


N«m« 


Relationship 






Name 


Relationihip 







3. Have you ever been convicted of a crime (other than minor traffic violations)? □ Yes □ No If "Yes", when and where and describe offense 
(Do not include arrests which did not result in conviction.) 



Applicant Statement 

The information givtn is true and correct, and I understand that if I am employed, any misrepresentation, false statement, or omission of consequence herein, 
found by the Company at any time, will be sufficient cause to terminate my employment. I also authorize the Company (except as otherwise noted) to obtain 
from others, information believed by the Company to be pertinent to my employment. 

Signature 

For Company Use 

Date Interviewed by Remarks 
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MATCH THE FOLLOWING WORDS AND DEFINITIONS: 



1. 


applicant 


2. 


application form 


3. 


data sheet 


4. 


deductions 


5. 


dependent 


6. 


employee 


7. 


employer 


8. 


exemption 


9. 


federal withholding tax 


10. 


fringe benefits 


11. 


gross pay 


12. 


interview 


13. 


legible 


14. 


misdemeanor 


15. 


net pay 


16. 


overtime 


17. 


part-time 


18. 


personnel manager 


19. 


reference 


20. 


renumeration 


21. 


resume 


22. 


social security 


23. 


spouse 


24. 


SDI 


25. 


trainee 



A. The amount held from a paycheck towards 
the income tax due at the end of the year. 

B. A person working for someone. 

C. To be able to read it. 

D. On income tax or W-4 form — allowable amount 
set aside for yourself or dependents upon you 
for which you do not have to pay income tax. 

E. Extras from which you benefit, but the em- 
ployer pays for, 

F. The total amount of wages you earn before 
taxes or other decuctions. 

tj, A person applying for a joo personally meet- 
ing with an employer. 

H. Someone who hires people to work for them. 

I. A person who is to be trained for a specific job. 

J. The person to whom you are married. 

K, A typed sheet telling an employer all the 
qualifications you have for a job, your address 
and the names of people who will recommend 
you. 

L. A special government fund required by law to 
which both the employer and the employee 
must pay, 



M. 
N. 



Q. 
R. 



S. 
T. 

U. 
V. 

W. 
X. 



The person who does the hiring for a company. 

To work fewer hours than a full-time employee, 
may be permanent or temporary, often paid 
hourly. 

The amount you receive on your paycheck 
after deductions. 

Breaking the law in a minor way such as a 
traffic violation or disturbing the pf>ace. 

A person who lives with you and you care for. 

Resume' - A typed sheet Celling an employer 
all the qualifications you have for a job, your 
address and the names of people who will 
recommend you. 

State Disability Insurance. 

A statement by a person who knows the kind 
of work you do and how responsible you are. 

Time byond the regular hours. 

Pay for work. Money received bf»cause of in.^iry 
on the job. 

A person who Is applying for a job. 

A questionnaire which tells the employer the 
information about the person applying .o" a job. 

Money taken from your paycheck to cover 
insurance. Social Security, Income Tax, and 
other miscellaneous items. 



HOW TO APPLY FOR A JOB 
PRE-TEST/POSTTEST PART B 



PRE-TEST / POST-TEST 

HOW TO APPLY FOR A JOB: PART B STUDENT INSTRUCTIONS 

BEFORE CONTINUING WITH PART B, YOU MUST HAVE COMPLETED SUCCESSFULLY 
PART A OR THE POST-TEST FOR PART A. 

PRE-TEST: (Part B) (Must be mailable) 

Assemble and take to your instructor: 
A Typed Personal Data Sheet. 

An Application Form (from Part A) correctly completed. 

A Letter of Application. 

A follow-up or thank you letter. 

A completed W-4 Form. 

POSTTEST: 

The successful completion of Part A and Part B is itself a test. Turn in all of your Working Papers 
and your completed data sheet, letter of application, and follow-up letter. 

Complete a W-4 (Employee's Withholding Allov.^ance Certificate). 
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ACTIVITY 1 WORD SEARCH 



A 
rS 


c 
o 
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F 


KNCCXZXCVDSN 


N 
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T 
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R 
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Y 
A 
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1 
1 


s 


DEMEANOREYTCWT 


1 


R X P N M 4 


D 
D 


V 




L 


E 


Gl BLEOPDWQI P 


P 




AC L C X F 


D 

r 
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1 
1 


L 


RXCVWUBTUS 


T A E 


A 


G 


1 M 0 L Y 0 


1 
1 
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A 
A 


N 


AGEROPQVCK 


L L, R 


Y 


E 


N W Y 0 P R 


V 
A 


A 
A 


D 

r 


P 


L 


1 CANTZPTC 


B S M 


0 


B 


El MS M M 


V 
T 




U 


R 


WCVBNMQI 1 0 


PEA 


C 


E 


E P E E R S 


A 
A 


D 

r 


D 

r 


L 


1 


CATI ONFOR 


M C N 


w 


N 


R T N T R P 


1 1 


1 
1 


n 


A 


T 


ASHEETONP 


e 'U E 


T 


E 


M N T M P E 


U 


1 


1 

1 


U 


H 


OBBI ESOSP 


W R N 


T 


F 


X M A B A R 


C 
O 


c 
c 


V 


E 


H 


01 YUNVEXR 


T 1 T 


Y 


1 


T 1 G 0 R S 


c 


Ivi 


D 

r 


L 


0 


YEEGHJ KLP 


P T 0 


X 


T 


A B E C T 0 


n 


p 

r 


c 
c 


F 


L 


GROSSPAYO 


G Y H 


1 




D 1 N J - N 


i\ 


n 


1 


S 


D 


EP ENDENTS 


M N 0 


P 


R S C T T N 


U 


R 


V 


P 


1 


N T E R V 1 E W 1 


WX Y 


R 


E 


P L Y Z 1 E 


A 


A 


B 


0 


N 


CDEFGH / JT 


K L M 


NOPQRSML 


T 


R 


U 


U 


G 


VWADVF. RTI 


S E M 


E 


N T X E Y E M 


Z 


Y 


A 


S 


T 


ATEWI THHO 


L D 1 


NGTAXBCA 


D 


E 


F 


E 


A 


GHI J KLMNN 
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T U E VW N 
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Y 
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PERI ENCEA 


BCD 
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K 


L 


M 


N 
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PCREFERENCEJQR 
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YZSALARYABCF 
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L 


L - T 1 ME 
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E 


F 


G 


H 


1 J UKLMNOP 


Q R S 
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QRMABCDEF 


G H 1 


J 


K L M 0 N 0 P 


Q 


R 


s 
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U 


AGENCYVWXYZA 


B 


C 


D E N F G H 



See how many of the following words you can find in the puzzle above: 



Advertisement 

Agency 

Applicant 

Application Form 

Apply 

Data Sheet 

Deductions 

Dependent 

Enclose 

Employee 



Employer 

Employment Agency 

Exemption 

Experience 

Federal Withholding Tax 

Fringe Benefits 

Full-time 

Gross Pay 

Hobbies 

Interview 



Legible 

Manager 

Misdemeanor 

Net Pay 

Overtime 

Part-time 

Permanent 

Personnel Manager 

Position 

Reference 



Reply 

Resume 

Salary 

Social Security 

Spouse 

SDI 

State Withholding Tax 
Temporary 
Trainee 
W-4 Form 
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ACTIVITY 2 



1 



as 



10 



it 



1 



'Hi 



23 



l2r 



tH 



m 



4^ 



2rt 



15 



2.6 



r.y 



1^ 



77« 



1 



12^ 



2*1 



i 



TO" 



m 



m 



••••• ,^ 



51 



SO 



>3 



31 



[ir.v 



•^cciisiixioNS ARE ON THE NEXT PAGE 
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ACROSS 

1 . The amount held from a paycheck towards the 
income tax due at the end of the year. 

2. To be able to read it. 

3. Money taken from your paycheck to cover 
insurance. Social Security, Income Tax. and 
other miscellaneous items. 

4. A person applying for a job talking with ai 
employer. 

5. State Disability Insurance. 

6. A business which helps people to find jobs. 
Usually charge a fee. (2 words). 

7. An amount of money paid for a period of 
time's work regardless of the amount of days 
or hours in that time. 

8. The job will be short. You will be hired for a 
certain length of time. 

9. A typed sheet telling an employer all the quali* 
fications you have for a job, your address and 
the names of people who will recommend you. 

10. The person to whom you are married. 

11. Resume' — A typed sheet telling an employer 
all the qualifications you have for a job. 

12. Social Security — initials. 

13. To send with a letter or application. To put 
into the same envelope with something else. 

14. Breaking the law in a minor way, as a traffic 
violation or disturbing the peace. 

15. Job will continue indefinitely. 

16. A person who is applying for a job. 

1 7. To work fewer hours than a full-time employee. 
Can be temporary or permanent. Often paid 
hourly. 

18. On income tax or W-4 form — allowable amount 
set aside for yourself or dependents upon you 
for which you do not have to pay income tax. 

19. Previous activities you have participated in 
which would help you to perform a job. 



DOWN 

1. To work a set number of hours per week. 
Usually 35-40. 

20. Extras from which you benefit, but the em- 
ployer pays for. Includes Medical Insurance, 
Dental Insurance, Sick Leave, Vacations, etc. 

21 . To answer. 

22. Money withheld from your check to pay 
California State Income Tax. 

23. A company which helps people to find jobs. 
Many charge fees for the service. 

24. A government form which must be filled out 
before you can be paid which gives the em- 
ployer information on how much income tax 
to take out of your pay. 

25. Someone who hires people to work for them. 

26. A person who is to be trained for a specific 
job. 

27. A job ntle or opening. 

28. A person who lives with you and you care for. 

29. The person who directs or handles the business. 

30. The person who does the hiring for a company. 

31. To ask for a job — by filling out an application 
— calling — going in person. 

32. Time beyond the regular hours. 

33. The total amount of wages you earn before 
taxes or other deductions. 

34. Activities which you enjoy doing in your spare 
time. Reading, sewing, sailing, backpacking, 
cooking and football are all included. 

35. A notice commonly found in a newspaper in- 
forming the public about a product or job 
opening. 

36. The amount you receive on your paycheck 
after deductions are made for Social Security, 
Income Tax and SDI. 

37. A statement by a person who knows the kind 
of work you do and how responsible you are. 

38. A person working for a company or another 
person. 

39. A questionnaire which tells the employer the 
information about the person applying for a 
job. (2 words). 



HOW MANY DEFINITIONS WERE YOU ABLE TO FIND? 


40?? 


FANTASTIC! 


35?? 


EXCELLENT! 


30?? 


ABOVE AVERAGE 


25?? 


AVERAGE 
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ACTIVITY 3 




ooo-ob-oooo 

HAS BON mrm^GHiu rok . 



SOCIAL SECURITY CARD 



10 CN DO 

APPLICATION FOR A SOCIAL SECURITY NUMBER 

S«« UttractUn* an B«ck. Print In Block mt Dark Blu« Ink or Uto Ty^owritor. 



B60 



- OO NOT wniTC IN THC ABOVE SPACC 



J 



Pftnt FULL NAME 
YOU WILL USE IN WORK 
OR BUSINESS 



(miM1» NomO «• iniiial - if none. ^'O* > 



Print FULL 
NAME GIVEN 
YOU AT BIRTH 


\ 




YOUR ^^f**^' fO«K> f^**') 

DATE OF 

BIRTH 


PI^ACC tCi*r) (Covnty if kno^i (S'o'^i 
OF 


S 




YOUR PRESENT ACE 
fAf* OA /air fc^rfh^vy) 


aiRTH 








MOTHER'S FULL NAME AT h&R BIRTH fHor moidmn nom«> 




■ *1 

vol 


YOUR SEX 

MaLC fcmalc 

n □ 


FATHER'S FULL NAME fRo«orrfloii o/ «^«i«iOf of rfoad) 






YOUR COLOR OR RACE 

WHITE NEGRO OTHER 

n n n 


HAVE YOU EvEP BEFORE aPPLIEO FOR DON'T (It "TES" PHm$ STATt 4^ wh4dk 
OR HAO A UNITED STAT£S SOCIAL NO KNOW YCl ^ 
SECURITY. RAILROAO. OR TAX ACCOUNT p-, r^T 
t NUMBER> 1 1 1 1 1 1 


1 1 



YOUR 
MAILING 
ADORESS 
tdftAV'J BAt 



fMwNi^af on^ 5rr«or. A#r. ^ 0 Baa. a# Rwraf Raorai 



fC.ryJ 



rZ^ Cadb) 



TCLEPHONF ' MBCR 



Mm — Itf 



NOTICE: Who«vor, with intOfit to foUity his or samoorto alta't trua idanliry, wtllKiliy fi/rni«ha» or coum* to ba 
fumithod foito inforifiotien in opplying for o tociol tacurity numbor, \\ tubiact to o fina of not mora than $1,000 
Of twpritoninut for up to I yaor, or both. ^ 



Sj^ your name HCRC rOa Mar Pt,ni\ 



TRCaIURY OCPaRTMCnT ln»anMl Ravanwa Sarvica 
roiw %%\ 



SOCIAL SICURITT AOHINItTHATION OWK 
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ACTIVITY 4 



Know WHAT Focts 
To Hove Reody 



Personol 

Informotion 



Educotion 

and 
Training 



HOME ACDRE5S 



SOCIAL SECURiTV NUMBER 



HIGH SCHOOL ATTENDED 



.4ILITARY BRANCH OF SERVICE 



COLLEGE ATTENDED 



OTHER TRAINING 



GRADE COMPLETED 



GRADE COMPLETED 



BIRTHDA TE 



DA TES OF SERVICE 



DATE ATTENDED 



LAST DAVE ATTENDED 



NAME AND ADDRESS DF EMPLOYER 



DEGREE OR CERTIFICATE 



Employment 
Record 


JOm Tl TC c 


OATCS b'.MFiUOVCO 


«ATK OF PAY 


NAME AND ADDRESS OF EMPLOYER 


JOB TITLE 


DATES EMPLOYEn 


Rm rE OF PAY 


NAME AND ADDRESS OF EMPLOYER 


JOB TITLE 


DATES EMPL 3YED 


RATE O^ PAY 


References 

(Other thon 
Relo fives) 


NAME AND ADDRESS 




PHOIN 


E NUMBER 


NAME AND AD^^RESS 


PHONE NUMBER 


NAME AND ADDRESS 


PHONE NUMBER 



PLAN AHEAD - Know WHERE To Go 



EMPLOYER 



JOB LEADS AND RECORD OF CONTACTS 

ADDRESS DATE APPLIED 



RESULTS 



3718 REV. 5 (3.74) STATE OF CALIFORNIA - EMPLOYMENT DEVELOPMENT DEPARTMENT 

ERIC 87 



HOW TO APPLY FOR A JOB 
WORKING PAPERS PART A PAGE 6 



Know WHAT Facts To Hove Reody 



Inside, enter personol informotion 
and other focts you'll need while 
looking for work. 



Know WHERE To Look 



Consider thsse sources for job leods: 

1. Direct employer contocts. 

2. Friends ond relotives. 

3. Federol, Stote, County, ond locol 
government, 

4. Private employment ogencies. 

5. Public employment offices. 



PLAN AHEAD - 
Know WHERE To Go 



Inside, record job leods, results of 
your contocts, and ony follow up 
oction necessory. 



Know HOW 

To Handle Job Interviews 



Points to remember: 

1. Dress neotly ond oppropriotely. 

2. Be prompt. 

3. Fill out applicotion neotly ond 
completely. 



6. Former employers. 

7. Newspopers, mojor ond locol, for 
Clossified Ads, news orticles 
oboul new plonts, compony cx- 
ponsions, ond business trends. 

8. Telephone Directory 
Yellow Pages. 

9. Unions. 

10. Trode Associotions. 

n. Community Service Agencies, 

12. Vocotionol Institutions. 

13. Public Librory-Ask Librarion for 
Irode journols, vocotionol publi- 
cations, ond other job informotion. 



4. Woit to be osked before sitting 
down. 

5. Smoke only by invitotion. Dcn'i 
chew gum. 

6. SMiLE. LOOK directly ot the per 
son lolking to you, ond LISTEN. 

7. Speak cliorly. An*;*''" quesfio'^: 
honestly. 

8. Leorn os much js y<^b can obof* 
the job you*re opr 'vffig for. 

9. Bring out, if possible, how em- 
ployer con benefit by hiring you. 

10. Thonk your interivewer for his 
time ond consideration. 



ERIC 




,^ ♦♦♦♦♦♦♦♦♦♦♦♦ ■ 

S >;P - Reod this guide f>: 
tips! 



L005< 



,t hove you misse Jr 



LISTv^K - And take the rigrtt 
(jpp»oach! 

Londing a job is not plain luck! 
Successful job-seekers plan their 
seorch. Wliefher you ore on uncm* 
ployed opplicant, a newcomer to 
the business world, or c worker 
looking for o chcnpe, you'll fir*d 
this guide I.slpful. Tuck this 
folder in your pocket, wallet or 
pjjrse to use os a hondy reference. 

If you desire ossis^ov e, our 
interviewers will be hoppy to 
offer their help in planning your 
scorch for work. 



G t T 



THAT 



JOB I 




imiN U%9\t Wtll Mil 
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ACTIVITY 5 - APP; ICATION FCi^M 1 



Employment Application 



first rMd th« Applicant StJMmwit on tht mrta licto. Thtn fill out th« applicition in your own handwritinfl or printing. B» aceuratt and complata. Infor- 
rnatkm you wUI not ba utad 'or puroom prohibitad by law. k • . i (^wtik^h. ihtot 



Nime (Firtt) 



(Middia) 



AddrilS (Na/Stract) 



(City) 



Birth Date 



(Lait) 


Date 


Social Security No. 


(State) 


(Zip) 


How long? 


Phone 



Type of Work Desired 



hibitt di»crimin«tion on the b«sis of aga with ra»pact to in 
dividuali wh o «ra at la«tt 40 but lens than 65 yaari of 999. 



If you a . not a U.S. citizen, what type visa do you have? 



Education 



Nama of School 



Last Gnde 
or 

HiQh School 






Business 

or 

Trade Schools 






Colleges 

or 

Univorsities 











Location of School 



No. Graduatad 
Yrs. No Yas Mo. 



Yr. 



Dflgrea 
Raceivad 



Major Subjact 



i 



1 



Previous Employment 



Lm .nil employmant wvith praiant or Utt iob first. Exclude imliury service. Include school vacation jobs where jignif leant 
It sclf-amployed. state nature of business. Unless you note otherwise, the Company may contact a' thor*? listed, 
marine experience, note vessel's name, flag, owner, raciprocating. turbine or ^liesaJ.) 



(Foi 



Frc^Ti 
Mo. Yr. 



To 
Mo. 



Yr. 



Approx. 
No. Hri. 
Per Wk. 



Name & Address of Employer 



Nature of Job (ur Mar :^e Rating) W... or 

& Supervisor's Name Salary Reason for Leaving 



Mlitiry Record List praaam or latt larvice first. 

From To Active or 

Ma Yr. Ma Yr. Rtserva Branch of Service Rank/Rate 



Specialization 



Discharge 
Honorable 



Other I explain) 



An Equal Opportumty Employer 



QO-307 (OS4-7B) 
f rJntad In U.A.A. 
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Gtnml Informtion 

\m. List any physica) limitations or chronic illnesses. 



b. Are you receiving compensation for an. mjury, illness or disability? □ Yes □ No If "Yes" describe and give percent of rating, if any. 



2. Foreign Languages You Speak Fiue. ttly 



Read 



3. Licenses Held (Auto Driver, Truck Dri/er, Pilot, Marine, Radio, etc) 



4. Special or Occupational SlciU$ (Typing, Shorthand, Machine Operator, etc.) 



Activities & Interests 



Exclude any organization or society the name of which indicates the race, religious creed, color, national origin or ancestry 
of its members. 



1. School Activities (Spoi Student Government, Honors, etc.) 



2. Ounide Interests (Hoblries, Community Activities, etc.) 



References 

1. Lir* two re'trrncps other than relatives, persons employed by this company, and those for whom you have worked. 



r am* 

Addrcii 



Occupation 



Yaarv Known 



□ Personal Friend □ Business or Professional Acquaintance 



Occupation 



Years Known 



□ Personal Friend □ Business or Professional Acquaintance 



2. List any rf latrves, including those by marriage, employed by this company. 



Ralationthip 



Relationship 



3. Have you ever been convicted of a crime (other than minor traffic violations)? □ Yes □ No If "Yes", when and where and describe nffense 
(Do not include arrests which did not result in conviction.) 



Applicant Statement 

The information given is true and correct, and I understand that if I am employed, any misrepresentation, false statement, or omission of consequence herein, 
found by the Company at any time, will be sufficient cause to terminate my employment. I also authorize the Company (except as otherwise noted) to obtain 
from others, information believed by the Company to be pertinent to my employment. 

Signature 



For Conpany Use 

Date Intervievvedby 



Remarks 



ERIC 
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ACTIVITY 6 - ADDITIONAL QUESTIONS 



ANSWER THE FOLLOWING QUESTIONS TO THE BEST OF YOUR ABILFY. 



1 , Have you ever been suspended or discharged from employment? 



2. How many days did you miss from work or school in the past year? 
Why? 

3. How old are you? Under 16 ; 16 to 20 ;21 to 40 ;41 to 55 > 

56 to 65 ; Over 66 . 

4. Are you a licensed motor vehicle operator? 

License Number 

5. If employed by us, will you be performing any renumerative work elsewhere? 
If yes. Explain 



IF YOU HAVE TROUBLE ANSWERING ANY OF THESE QUESTIONS, SEE YOUR TEACHER. 
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ACTIVITY 7 ^ APPLICATION FORM 2 



STORE 



EMPLOYMENT APPLICATION 



Please Print 



N«m»-LMt First 


Middt* 


Mjtdcn 




Addrtu- NumtMf & StrtCT Ctt/ 




2ip Cod« 


Tviepnonn Nu 


rrb^r •'tnCtudt jrti COtfiO 


Previous address 


Spouse's Nimc 




OccuPKiun 


Poiiiioo Applying for: 


Coyouprcftr? Full Ttm* 
CHCCK ONLY ONE Pjri TirT>« ZI 


Are you Ev^nutsi ' 

.Vtf«kends ^ 



ApplicabU Law Prohibiti Discrimination Bas«d on Race, Religion. Color, Aga or Sex 



Oete of Birth 


Heignt 


Weight 


Single 




Oivorccd 


c 


fS! umber of -ewencsnis" 










Married 


□ 


Widowed 


*- 1 







EDUCATION 



SCHCOl 


DATES 
ATTENO£0 


YES 


NO 1 


NAME ANO LOCATION OF SCHOOL \ .VAjOH 


utGKtE n 


High 
School 














College 














Colic'ge 














Other 















EMPLOYMENT HISTORY 



Please Account tror All Time Since Leaving School, or the Lait Ten Yean 



oates 
emploveo 


COMPANY NAME ANO AOORESS 


YOUR TITLE AND 
SUPERVISOR S NAME 


REASON FOR LEAVING 


SALAHV PE« 
CircW Onel 


From 


Compeny 


Tiiie 




Mr-wr 


To 


AOdress 


Supervisor's Ndin« ' 




Monil 


From 


Comcany 


Title 




Ho .r 


To 


Address 


Supervisor's Name 






From 


Company 


Title 




•^oui 


To 


Addrru 


Supervisor's Name 




Week 
Mo*ith 


From: 


Company 


Title 




Hour 


To: 


Address 


Supervisor's Name 




Werk 
Year 


From 


Company 


Title 




Hour 


To 


Address 


Supervisor's Name 




Mo"«h 
v.'jr 



PLEASE TURN OVER AND ANSWER ALL QUESTIONS ON REVERSE S IDE 

DO NOT WRITE BELOW THIS LINE 



Coinments: 



Reference Check 



FORMP'l R£V. 10/75 



Reporting Oate_ 
Hourly Rate _ 

Position 

Hours 

Hired Br— 
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I 
I 



~.t. r . I- '\ t» {c->\ictcci of a crimK> ■ If w,. piiin? piv* date »nd nature oMhf offfnie 



Jv' »' •. i' t'fVfi'i >taK- Ol ttvaltr Art- yuur Prvtenlly unrti r a nh«-%ictan t run '' 

YES .^-J No^ r 



-d/«- va.. .1 ' Oct. . ircauU (or If lo. i)i9d\9 Bue brief dOUili. rr»LlufJing rlatwi 

- Li) <i>i\ . ^ Nfrvoul Diiordifri 

'S 4»» Oi«eis«' '._ Otabotei 

»i ^ ' lury — - Hernia 

- - t./ u iiPei.t High blood Prewure 







IN 


CASE OF EMERGENCY. PLEASE 


NOTIFY: 














Addrtu 




Tel Ni. 






















MILITARY RECORO 


• 'U 11. O* l .• ' 




F rOrp' 


Type of DiKhurgv 

To: , 










SPECIAL SKILLS 




YIJ .- 


NO -J 


Soowl WP.V. 






\0 '.. 








NO 


SPoed VV P.M 


Acid U';>:u,r- 
DiLt if'^i'i*' Ecjuin 


YtS 


"0 

N j J 




- . I . -^^ Si .ti 

















EMPLOYMENT AGREEr/tiJT 



! I hrtcL'V d>. c'iire thai jll stjfements and answers in this application jro trut ano cu'ii;*lt't^ ^ti.i. aiKCL- t.v':t a-iv 

uriiruth, mii-.t'ddtng answer, omission, concealment or failure tc anSvver any quuition fully, froi'inlii. (y ^'"•(1 
.iCuJiutelv will bo yrour-.o^ fot terminating my employment. 

I OUT; 01. my employer c my employer's agent to investigate my references, lo coniniu .icjte v.'ith my JormL'r 
« r'tf/ovtf' Cunctirning the vame, and to make an independent invt stiniiticit^ of my cUaiitLlJt, cuiidiici ond 
•.rvila>'r>ii»it rwcord and to kceP and preserve records of such Invesligjtions. 

2 I €»q;ec tniM upon termination of my employment I v;ill return «.ll comhan> piop'.;rty and records in m^* 

f)0'«il.'SS'Of'. 

- < «'urvv ut)on lequest. to submit to a physical examination by a doctor dcMgnatcd by the tn^^loyer at t:rnt.i 

fi»-.:if«i' i Sjv th': eniijioyer, and further agree that failure to pass suCh physical ex^imiMaiion will be groucd'j to' 
t-.'iininiitirig my employ rnent. Such physical will be ji no expcnsa to me personally. 

3. It vnip.oyod, I agree to be bound by, and to comply with, the store rules and regulatront;. 

: .r;i-<>r understand that, if hired as a Regular employee, i will be on a probationary basis for a nfriod of 60 days. If ht'ed 
js j uv.jn^i Extra I understand that I may work up to 90 days without being consrdered for Regular status. 



Signature of Auphcant 
lAi you wtjn name to apriear on payroll cf-tLk or vol. 



ERIC 



JOB PREFERENCE APPLICATION 



SAMPLE 



15-741 



PERSONAL DATA 



PUAsi: mm 



PACIFIC TELEPHONE 
AN EQUALOTOlTUNlIYtMPLOYER 



Daie_ 



JD 



I LiitNitnt 



W.(ldlP D7f..t(l.,tti 

•Th.AgtO-.crim.n.nonlnE.n,,lov^.^ 

2. A.tV(HiiU.S.Citift>i^ Y«D NdD llno.^vhH ,s yonr AI,On W^mm, n, V.tt Cl«Mili«lion Fuin, Nunilwr? 



WORK PREFERENCgS ( Bnih men ind iwrriCh arr pitcnuiiticd ipDiy lot .^hy nl M\i tolnl 
3. KittdolWoiV? 

1. Frimworlrif D d. tniiiller CI g. Coif» Collectm G i '.te,««.oh« n n> 



. _ •ihirvyistJiiri 

b. C«,.,.IO(lic,W„k., D a I,. G,ne,3lOlteCW D k, K^tehOp^r.lo, [1 „ Di.«„J.„„o,i.i D „ 

" " C<)™iurH;iUo.u(,onii.|lanl R o. TolophontOiWilii^ 0 ,. Suiwly 
5.5l.rtin,Stlr,D«.rt _ 5 ln«l,ichci.,«do»ou*h to«ork' ~ 



D 
C 
.D 



GENERAL DATA 


1, Ho«(i: 






Aft you wilting to work? 




Diyi 




No □ 


Eviningi 


yh n 


No n 


Nighti 


YeiQ 


No Q 


Split Mli 


Y« 0 


No D 


Si(uidiY» 


Ym □ 


No G 


Sundiyi 


Ym □ 


No 0 


Ho)id*y 


YttO 


No G 


Oviftimt 


Y« [) 


No G 



B, Siwtitic JobOiMlKMfn; 
Aipyou col<M Mind' 
Aicvoufrarlul oti 

(A) Climbing polfi' 
Lndd<Ht^ 

(6) t/ffjikinQinn^Hnholrsflf 
oi'ittf contimJ spocti^ 



Y« Q No G 



Y« G 
Yw D 



No a 

No G 



Ycj G No G 
Ytt G No 0 



9. SjK!Cid1TiAinirv)(irSI(il)i 
Mjdio Licr!iiii>(UlQr2n[t cl<i;il. 

SiciioWPM 

Tvt«ngWPM 



Kty PuiiLliSkilli. 
Olhpr 



Y«D NoO 

YfiCJ Nnf] 

YciG No'l 

YttG No'l 



10. Whcrtatcyouivailiblutowork? 
Datfi 



n. MOTOR VEHICLE RECORD 



Dovouhiveivaliddfiwi'jIiCMH? Yei □ No D iKticrthy which Sl^le^ 
Ot«ritof'j NumO«r ^ (jaip Enpkpi 



Mo, 



Day Year 



. Addii!tsor>L<ccn»_ 



Niimlxii 



How miny cidliooi (or moving viola lions havt you itaivrt ir> ihe pati 3yffm^ 

Hiwyouhidanynwlorwhicl5iccKJ«nuiniliepa«3yrflr»^ Ypi D No D 
Cin you drive iimmiBlihii I vehicle' Yet Q Nr> D 

Give DtUil} of Moving Violitiorti (past 3 y mO end all Acctdf iils, Simwrntoni. md ProUhom: 

CITY ANDSTAlT 



Slii'i't 



"^ily 



ZipCixle 



OFFENSE 



DATE 



INDICATE SUSPENSIONS AND PROBATIONS 



> 

r 

n 
> 

H 
0 

z 

n 
0 
X 

CO 



0 

z 

ox 

li 

«> 

0> 
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ACTIVITY 8 - FILM STRIP 'THE PERSONAL JOB INTERVIEW 



Obtain the film strip 'THE PERSONAL JOB INTERVIEW" from your teacher. You will 
need a pencil or pen. 

You have just seen an applicant going for his first interview. List as many things as you can 
that is wrong with that picture: 

1. 

2. 

3. 

4. 

5. 



Turn your recorder and filmstrip on and check your list. 



I got 1 right 

I got 2 right that's OK 

I got 3 right average 

I got 4 right excellent! 

I got 5 right 



You have just seen Mary going for her first interview. Write down as many things that you can 
see that are wrong here: 

1. 

2. 

3. 



96 
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Worksheet 8 for Activity 8 continued. 

4. 

5. 

6. . 



HOW DID YOU DO? 

0 - 1 Not too good 
2-3 Not bad 
V- 4-5 VerygoodI 

6-7 Excellent! 

«.> 

TURN BACK TO THE FILMSTRIP AND CONTINUE. 



You have just seen Mary in her first job interview. What do you think she "has done wrong? 



2. 
3. 
4. 



YOUR ANSWERS MAY VARY HERE. HOW MANY THINGS DID YOU LIST? 

0-1 

2-3 

4-5 



&7 
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ACTIVITY 9 

LIST AS MANY ITEMS AS YOU CAN THINK OF WHICH ARE IMPORTANT WHEN YOU GO 
TO APPLY FOR A JOB: 



N 1 Y 



Put an "N" by any of the items above which you can do right NOWl 



Put a 1 by any of the items above which you can achieve 1 week from nowl 



Put a Y next to any item which you think you can achieve 1 year from now! 



Select five (5) items which you think are the most important when you go to apply for a Job. 
Number these from 1 to 5. 



S8 
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6. Put Into order, from MOST important to LEAST important, the 5 items you selected 
in number 5. 



1. 



2. 
3. 
4. 



5. 



7. Indicate on the scale below where you think you would stand today if you were going to 
apply for a job. 

Not 

I I I I I I I I I Ready 

Ready 



FINISHED? GOOD! Give this paper to your instructor to be checked. 



£'9 
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ACTIVITY 10- INTERVIEW QUESTIONS 



HELP 
WANTED 

salescla1c,neat 
must like helping 
people. Apply in 
person. 

YOUR LOCAL 
Department Store 



You are going to apply for the above job! You have completed your application form and have 
just begun talking to the person who is doing the hiring. Answer the following questions which are 
often asked during a job interview: 



1 . What position are you applying for?_ 



2. When are you going to graduate from high school? 



3. What plans do you have after you graduate? 



4. Are you planning to go to college? 



What are you going to major in? 



5. Do you enjoy school? 



.Why? 



6. Do you live at home? 



7. What school activities do you participate in? 



8. Are you looking for a permanent or temporary (part-time) job? 



9. What do you like to do in your free time. (What are your hobbies)? 



10. What kind of work experience have you had? 



HOW TO APP L Y FOR A X)B 
WORKING PAPERS PART A PAGE 20 

WORKSHEET 10 continued: 

1 1 , Why do you want to work for our company? 



12, What skills do you have which would prepare you for this> k forkZ 



13. Why do you think we should hire you instead of someone elset _ 

14. If you get this job, how long do you plan to work for our company? 

15. How much pay do you expect? 

GIVE THIS WORKSHEET TO YOUR TEACHER, 




ERIC 
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ACTIVITY 11 



Form W-4 (Revised April 1975) 
Employee's Withholding Allowance Certificate 

(Use for wages ptid tfttr April 30. 1975 and btfort January 1. 1976) 

The explanatory material below will help you determine your correct number of withholding 
allowances, and will assist you In completing the Form W-4 at the bottom of this page. 
Avoid Overwithholding or Underwithhoiding 




^ _ _ _ ..^ . ^...j 1040 or Form 1040A. 

You may claim tha spaciat withholding allowance «f ynu are stngfc with only one employer, or married with onlv one •mninuar 
!"ly?"/_!P?"J!!Li« ^"lPJ_^y«^iJ» unusuatiy large .tem?zed deductions, you mXy ila'm ?J/alt?w^c.^ 




How Many Withholding Allowances May You Claim? 

Pleese use the schedule below to determine the number of allowances you may claim for tax withholdlns OLirnn<*« tm 4.*., 

TlrJ? "'T^ " 3n<l »>°'<1 more tTan one job yo3 m^y nc^ ctlm the HmS Cw 

ances with more than one en:ployer at the same t.me: or if you are married and both you and your sSouse iTe SmS^^^^ 

S^Vn^^'r pZi'Ifp'^'"* r'"" employers at the same time. A nonresident alfen. o?her thSn a res*u!^^^^^ ^^^^^^ 

Mexico, or Puerto Rico> may claim o nly one personal .iilowance, rr»iuoni ot i«anaaa. 

Figure Your Total Withholding Allowances Below 



(a) Allowance for yourself— enter 1 

(b) Allowance for your spouse — enter 1 

(c) Allowence for your afie — If 65 or over — enter 1 

(d) Allowance for your spouse's age— if 65 or over — enter 1 

<e) Allowance ?or blindness (yoursetO— enter 1 

(0 Allowance for blindness (spouse's) — enter 1 

(g) Allowance(s) for dependent(s>— you are entitled to claim an allowance for each dependent you wtit be able 
to claim on your Federal Income tax return. Do not include yourself or your ipoute • 

(h) Special withholding allowance— If yco-ire single with only one employer, or married with only one <!mployer 
and your spouse is not employed— enter 1 • • 

(i) Allowance(s) fcr itemized deductions— if you do plan to itemise deductions on your income tat return, enter 
the number from the table on back'' 

(i) Total— add lines (a) through (i) above. Enter here and on line 1. Form W-4 below 

;o';rTe;i7nUr?.r'RVv\^?/sVri:croVe:^ " • d.p.nd.nt. .M in. ,„.trucl.o« .hich c.^. illh^y^ur to.l F.d.r.« incom. u. r.tum or <;.il 



' Thli ,||o^«nc« J* ot^ toi,|y for porppsw of fiy^nni your ^.thhotdini tit, and cinnot bt c!iifn>J ^htn you fll. your t«« „!um. 



See Table on Back if You Plan to Itemize Your Deductions 

^i^mfJo^'H? ^^-7"'* tnat you are entitled to one or more allowances m addition to those which you ar* now 

?1 '"^'"^ y'"^ number of allowances by completing tne form below and tiling it ^th ycur emnlov"? irthrnumh«7o^^ 

H«S .? '^'/^K*;!;*'^ d«reases, you must f.le a new Form W-4 w.thin 1? dayr(lhould yoreioMt ?S SiTmore »Jl 

T G've the bottom part of this form to your employer; keep the upper part for your records and information y 

Cut jioni Ihtt iina 



Form W*4 
(Riv. AD'. I 197%) 
0«Mftmtf«t •! |h« TrMtttry 
twrTMl Hwwtta i«fine« 



Type 01- print your full name 



Employee's Withholding Allowance Certificate 

(This certificate It for Income tax withholding purposes 
only; it will remain In effect until you chenge It) 



Home addrtst (Numbtr and street or rutH route) 



City or town. State and ZIP code 



Your social tecunty number 



Marital status 

□ Single □ Married 

(II married but legally teparalcd. or $poui« 

it a nonrctidant alien, check th« single 

block.) 



1 Total number of allowances you are claiming 

2 Additional amount, if any, you want deducted from eacn pay (If your employer agrees) 



to JHHll^ ^mintS!S<^*^ ""^ hnowitdaa and btu^t, iha number ot «..t>«hol(i.ni a.io^anc.s ciaim.d on th.t cartif.cau do«s not ..cad iha r 



Oale ^ . 



., It 
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Form W-4 (Rtw. 4-7S) 



Tabic for Determining Number of Wit hholdi ng Allowances Based on Itemized Deductions 



Cttimcttd 
MiariM 
fnd wtftf 



Number of additional withholding allowances for tht amount of itemizM* deductloni fhown In 
thf appropriatf column (Sm Una I on other fide) 

^ 0 1 2 3 4 

' J^ii liM Single Employees 



Under $10,000 
lO.OOO- 15.000 
15.000-25.000 
25.000-30.000 

30.000-35.000 
3S.0OO-40.0O0 . 
40.000-45.000 
45,000-50.000* • 



Uftdir 

. S 2.200 
2.500 
2.80O 

. 3.200 

. 4.000 
. O.OOO 
6.500 
B.OOO 



At But Itts 
kati than 

$2.20<V$2.950 
2.500- 3.250 
2.30O- 3.550 
3.20O- 3.950 

4.000- 4.750 
P.OOO- 5.750 
6.500- 7.250 
8.000- a.750 



At But Itu 
Uut than 
$2.950-53. 7C0 
3.250- 4.000 
3.550- 4.300 
3.950- 4,700 

4.750- 5.500 
5.750- 6.500 
7.250- 8.000 
S.750- 9.500 



At But \%u 

iMSt UllR 

$3.700-S4.450 
4.00O- 4.750 
4.300- 5.050 
4,700- 5.450 



At But Uu 
kill than 
S4.450-S5.2C0 

4.750- 5.500 
5.050- 5.300 
5.450- 6.200 



At But Itu 
Itist thin 
S5.200-$5.950 
5. SCO- 6.250 
5.800- 6.550 
6.200- 6.950 



At But lau 
Itail than 
S5.950-S6.700 
6.250- 7.000 
6.550- 7.300 
6.950- 7.700 



5.500- 6.250 6.250- 7.00C 7.000- 7.750 7,750- 8.5C0 

6.500- 7.250 7.250- 8.0C3 8.000- 8.750 8.750- 9.500 

8.00O- 8.750 fl.750- 9.5C0 9.500-10.250 10.250-11.000 

9.50O-10.250 10.250-11.000 11.000-11,750 11.750-12.500 



Married Employees (When Spouse Is Not Employed) 



Under Si 5.000 
15.000-35.000 
35.00O--4O.C0O 
40.000-45.000 
45.000-50.000* 



2.900 
3.400 
3.70O 
4,300 
5.200 



2.90O- 3.650 
3.4C0- 4,150 
3.70O- 4.450 
4.300- 5.050 
5.20O- 5.350 



3.650- 4.400 
4.150- 4.900 
4.450- 5.200 
5.050- 5.800 
5.950- 6.700 



4.400- 5.150 
4.900- 5.6D0 
5.20O- 5.950 
5.800- 6,550 
6,700- 7.450 



5.150- 5.900 
5.650- 6.400 
5.950- 6.700 
6.550- 7.300 
7.450- 8.200 



5.900- 6.650 
6.400- 7.150 
6.700- 7.450 
7,. ^00- 8.050 
8.200- 8,950 



6.650- 7.400 

7,150- 7.900 

7.450- 8.200 

8,050- 8.600 

8.950- 9.700 



■vtnan^ Married Employees (When Both Spouses Are Employed)* and other employees who are holding 
more than one job 



Und«r SIO.OOO. 
10,000-12.000 . 
12.000-15.000.. 
15,000-20.000 
20,000-25.000. 



3.200 
3.700 
4.200 
5.0CO 
5.600 



25,000-30.000 6.200 

30.000-35.000 7,100 

35.000-40.000 7,900 

40.000-45.000 8.900 

45,000-50.000** . 10.200 



3.200- 3.950 
3.700- 4.450 
4.200- 4,950 
5.0C0- 5.750 
5.60O- 6.350 

6.200- 6,950 
7.10O- 7.850 
7.90O- 8.650 
8.90O- 9.650 
10.200- 10.950 



3.950- 4.7C0 
4,450- 5.200 
4,950- 5.700 
5,750- 6.5CO 
6.350- 7.100 

6,950- 7,700 
7.850- «J,600 
8.650- 9.400 
9,650-10.400 
ia950-l 1.700 



4.70O- 5.450 

5,200- 5.950 

5.700- 6,450 

6.5C0- 7,250 

7.100- 7.850 

7.700- 8.450 
8.600- 9.350 
9.400-10.150 
10.4C0- 11.150 
11.700-12.450 



5,450- 6.200 
5.950- 6.700 
6,450- 7.200 
7.250- 8.000 
7.850- 8.600 

8.450- 9.200 
9.35C-10.100 
10.150-10.900 
11.150-11.900 
12,450-13.200 



6.200- 6.950 
6.700- 7,450 
7.200- 7.950 
8.0C0- 8.750 
8,600- 9.350 

9.200- 9,950 
10,100-10.850 
10.900-11.650 
11.900-12.650 
13.200-13.950 



6.950- 7.700 
7.450- 8.200 
7.950- 8.7CO 
8.750- 9.500 
9.350-10.100 

9.950-10. 700 
10.850-11.600 
11.650-12.400 
12.650-13.400 
13.950-14.700 



*7 or More Allowances: If your itemized deductions exceed 
the amount shown in Column 6 (above), you may claim 6 
allowdnces plus one more for each S7S0 or fraction thereof 
of itemized deductions in excess of the amounts shown in 
Column 6 for your salary and wage bracket. 
**When ennuai salary or wage exceeds S50.000. "0" column 
amounts may b« determined es follows: for single employees 
(Part l)->22% of their a.inual salary: for marned employees 



wnose spouse is not employed (Part ll)—15% of their an* 
nual salary; and for married employees when t>oth soouses 
are employed and other employees who are holding more 
than one job (Part lil)»24% of their combined annual sal- 
ary. An additional withholding allowance may be claimed 
for each S750 or fraction thereof by which itemized deduc- 
tions exceed the "0" column amount determined in this 
manner. 



HOW TO USE THE TABLE 

If you expect to itemize deductions for 
the current year, you may be entitled to 
claim additional withholding allowances 
(line i) and thus avoid having too much 
tax withheld. Your employer w*!! treat 
each such allowance as a withholding ex- 
emption. The amount of itemized deduc* 
tlons for the current year cannot exceed 
the amount of itemized deductions (or 
standard deduction) claimed on your re* 
turn for the preceding year (or 2nd pre- 
ceding year If you have not yet filed your 
return for the preceding year), plus addi* 
tionai determineble deductible amounts. 

The«e additional allowances will re* 
main in effect until you file a new W-4 
with your employer. For detailed infor* 



mation on allowable itemized deductions, 
see Form 1040 instructions. 

1. Find the line in the table that in* 
eludes your estimated salary and wage 
amount and that shows your status as 
either a single employee (Part I), a mar 
ried employee whose spouse is not em< 
ployed (Part II). or a married employee 
whose spouse is also employed (Part ill). 
Also, use Part III if you are an employee 
who is holding more than one job con* 
currently. 

2. Read across that line until you find 
the column that includes the amount of 
your estimated itemized deductions. 

3. Note the number of allowances 
shown at the top of the column. This is 
the maximum number of additional with* 
holding allowances you may claim on 
line I. 



Menriad Couplet.— If you and your 
spouse are both employed and file a loint 
return, determine your withholding allow* 
ances based on your combined wages and 
deductions. If you file a iomt return and 
your spouse is not employed, use Part 
II. If you are filing a joint return and both 
are employed, use Part III to determine 
the total number ot withholding allow* 
ances to which you are iointty entitled 
(you may allocate such withholding allow 
ances between yourselves). However, if 
in your last filing you filed separate re* 
turns, and if you expect to file separately 
this ye^r. each of you must make your 
ditermmation on the basis of your own 
wages and deductions and determine the 
number of withholding allowances for 
each from Part III. 

iii-«L%«r->i 
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ACTIVITY 12 

Following the instructions carefully, complete the blanks in your own HANDWRITING: 

NAME (full) 

HOME ADDRESS 

CITY STATE ZIP 

TELEPHONE NUMBER SOCIAL SECURITY NUMBER 

EDUCATION: (List the last school you attended first. Be sure to include city, state and ZIP 
code. You may need to look up some information. Include area studied if it 
will help to qualify you for a job.) 



Include typing speed and accuracy, 10-key adding machine, transcription 
machine, shorthand, bookkeeping or accounting, payroll or any other skills 
learned in school. Also include machines which you know how to operate. 



STUDENT ACTIVITIES: Include clubs, committees,, offices held, or any other activities 
in or out of school you have participated in. 



104 



HOW TO APPLY FOR A JOB 
WORKING PAPERS PART B PAGE 24 



HOBBIES: 



What do you do in your spare time? Do you read, bicycle, swim, ski, 
sew, cook, show you are interested in life. 



EXPERIENCE: 



Include work you have done to assist a teacher or in an office at school, 
babysitting, summer jobs, or any other experience which would show 
you are responsible. 



REFERENCES: 



List four (4) persons who know you well and know the type of work you 
do. Use teachers, previous employers (parents of people you have baby- 
sat for) or other responsible people. Include first and last names, (indi- 
cate Mr., Miss, Ms., Mrs.) title, addresses, city, state and ZIP code. If you 
do not know the ZIP code, look it up. 



1. 
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ACTIVITY 14 

Write three (3) introductory paragraphs which you might use when writing a letter of application. 
Be honest, make them YOU! 



OR 



OR 



er|c lOs 
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ACTIVITY 15 

Write two (2) main paragraphs which you might use when writing a letter of application. ListonI • 
your own experience and education. Don't make anything up! 



UPON COMPLETION, TAKE THIS TO YOUR INSTRUCTOR TO BE CHECKED. 
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ACTIVITY 16 

Write three (3) paragraphs which YOU could use to close YOUR letter. 



OR 



OR 
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ACTIVITY 17 
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ACTIVITY 19 



o 
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